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Revision B FILE/80 Software 

The discs shipped with this manual contain revision B of FILE/80 software. Revision B is the new international 
version of FILE/80, These capabilities are only offered with revision B FILE/80 software: 

• User entry of a multi-character currency sign during file creation. The maximum length is four characters. 

• Choice of unique or non-unique primary keys. 

• Use of ( LIST ) and ( P LSI ) keys to print any record or group of records accessed with a search. 

Any files created with earlier versions of FILE/80 can be used with revision B software. Note that revision B 
files can be accessed with earlier versions only if they have a one-character currency sign and a unique primary 
key. 
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Overview 


FILE/80 is a file management system that is designed for the HP-86 and HP-87 computer systems. By 
utilizing the special function key capability of these Hewlett-Packard computers, FILE/80 becomes a 
friendly and responsive software solution. FILE/80 is also a powerful tool providing the user with a 
variety of file management operations. 

From engineering to financial analysis, FILE/80 supports a broad range of applications. You can keep 
track of orders, sales, inventory, and a host of other items with FILE/80. If you have an application where 
you need to organize, examine, and modify information, then FILE/80 is the tool for you. 

Two fundamental concepts of FILE/80 are file and record. A record is a collection of related data. For 
example, all the information about a customer constitutes a record. A file is a collection of records. All of 
the customer records for a company would comprise a file. 

The following diagram graphically illustrates the concepts of file and record: 



Some of the many features of FILE/80 include: 


Forms—FILE/80 lets you tailor the appearance of records to match your application. 

Searching—FILE/80 gives you the ability to search for either a specific record or for a number of 
records meeting specific criteria. 

Sorting—records can be output in a variety of ordered sequences. 

Output—FILE/80 can print reports, letters, or labels based upon information stored on file records. 



With FILE/80, you don’t have to be concerned with how records are stored to access them. The system 
does all the bookkeeping involved with entering and storing records in the correct locations. The ability to 
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automatically handle the placement of records into a file makes FILE/80 a powerful tool in managing 
your application. 

The special function keys and screens utilized by FILE/80 guide you through each phase of file 
management. Whatever your application, there are three steps that apply to file management 
applications. 

a. CREATE: Define and design the master form onto which data will be recorded. Once completed, a 
form with data becomes a record. 

b. QUERY: Examine or update the individual records in your file. 

c. OUTPUT: Choose which records will be accessed and use them to produce reports, letters, or labels. 

By combining the familiarity of a conventional filing system with the capabilities of the computer, 
FILE/80 offers you a system that is both easy to use and flexible. In addition to the FILE/80 Program 
Discs, your package includes this manual, the FILE/80 Pocket Guide, and the FILE/80 Demonstration 
Disc. This manual contains many examples that are stored on the FILE/80 Demonstration Disc. These 
examples enable you to see many of the capabilities of FILE/80 firsthand as you read about them in the 
manual. The FILE/80 Pocket Guide summarizes all aspects of this product and provides other general 
information. 

Terms You Will Encounter 

Character equivalents The fundamental storage unit of a computer. One character equivalent is 
identical to one byte of storage. 

Control characters Characters obtained by holding ( CTRL) and pressing another key on the HP-86/87 
keyboard. 

Cursor An inverse video rectangle that indicates where information can be entered on the HP-86/87 
screen. To make it easy to locate, the cursor blinks if it is over an inverse video area. 

Default drive A disc drive that is assigned as the default mass storage location. It can be changed by 
executing the M S £: £5 T 0 F? h lI-J E I command. 

Field The basic unit in which FILE/80 stores information. This information can be different for each 
record. Each record in a file contains the same fields but the information in each field can be different. 

File A collection of records that use the same master form. Each file has a name and password 
(optional). In addition, several output formats can be associated with a file. 

Flexible disc Also called a floppy disc. A reusable storage medium that can be removed from a disc 
drive. There are four FILE/80 Program Discs and one FILE/80 Demonstration Disc. You can store files 
on an initialized disc with sufficient space. 
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Form A blank copy of the master form that information can be entered on. 

Format Refer to Output format. 

Hard disc Also called a fixed disc, A mass storage device that uses a rigid rotating surface as a storage 
medium. A hard disc is hermetically sealed and can normally provide several volumes of storage. 

Information window The central 18 lines of any screen displayed by the FILE/80 program. Forms up 
to 60 lines long can be scrolled in this window with [ ROLL] . 

Leading blanks The spaces in a field to the left of the information entered. 

Load The process of retrieving a program from disc and placing it into the memory of the computer. 

Master form An 80-character by 60-line form the user defines. Each file has one master form. All the 
records in a file are identical to this form except that each field will have specific information in it. Each 
master form can contain up to 100 fields. 

MSUS The mass storage unit specifier. Refer to your HP-86/87 operator’s literature for instructions to 
determine the MSUS. 

On-line When a peripheral device connected to your HP-86/87 can accept information sent by the 
computer. 

Output format An output format is a file with the necessary information to output data from the 
records in your file to a printing device. There are three types of output formats: reports, letters, and 
labels. Up to 100 fields can be included on a format. Each format has a name like a file and can only be 
used when accessing the file for which it was defined. 

Record A set of information in fields that are added to a file. Each record can contain different 
information. You enter or access this information with the S E Fi R C H screen. 

Sort string The combination of fields in the order designated on the S 0 F! T E D R b P U F:! T , S 0 R T E D 
LETTER, or bUh! I bU LFlBEL screens. These fields are used to arrange records when output is 
produced. 

Special function window The set of special function keys displayed on the lower portion of any screen 
FILE/80 displays on your HP-86/87. Each screen has its own special function window. 

Tab stop A field selected on the I H B b screen. By pressing [ CONT ] you can move the cursor forwards to 
the next tab stop on the master form. You can move the cursor backwards to previous tab stops by holding 
down [ SHIFT] and pressing [ CONT} . 

Text Any non-control HP-86/87 keyboard characters. These characters are entered on the master form 
and appear the same on each record in a file. On output formats, text also appears the same on each 
report, letter, or label. 
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Title/feedback window The upper portion of the HP-86/87 screen used by the FILE/80 program. This 
window contains a name that identifies each screen. Prompts, messages, counters, and assorted 
indicators are also displayed in the title/feedback window. 

Trailing blanks Spaces in fields to the right of the information entered. 
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File Management—A Perspective 

FILE/80 turns your personal computer into a paperless, electronic filing system. The high-resolution 
display makes the documents in your electronic file as easy to read as a typewritten sheet of paper. Once 
you’ve set up an application that meets your needs, FILE/80 can automatically process information in a 
specific file. Your file records are safely kept on discs, a reusable storage media. 



Hewlett-Packard 
Double-sided 
Flexible 
Mini 
Disc 





The SAMPLE QUICK REFERENCE FILE is 
described In section 2. Its records could be 
stored in this filing cabinet drawer. 


Many paper documents like those 
stored at the left can be stored on one 
flexible disc. The number of documents 
stored depends on how much informa¬ 
tion is stored with each document. 


m 


9135 A 

HEWLETT-PACKARD 


{ 1 1=3 1 


• ~ AC LINE 


USE HEWLETT-PACKARD APPROVED DISCS ONLY 


Many times the number of records stored on a flexible disc can be stored on the Winchester Disc 
Drives. A hermetically sealed hard disc Inside these units can provide several volumes of storage. 
Once again, remember the number of records stored depends on the amount of information stored 
with each record. More master forms can be stored on flexible or hard discs when the forms have a 
fewer number of fields. 
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Using This Manual 

This manual uses an integrated approach to quickly familiarize you with FILE/80. The CLIENTS file, 
stored on the FILE/80 Demonstration Disc, contains 30 records. All examples in this manual use the 
actual records, reports, letters, and labels stored in this file. 

The following conventions are used to emphasize information in this manual. Boxes enclose information 
that allows you to use specific features of FILE/80. Notes supply additional clarifying information. The 
remaining text, diagrams, and screens presented in each section give you the knowledge to use FILE/80— 
such as instructions for using the FILE/80 Demonstration Disc. 

Section 1 introduces you to the output capability of FILE/80. You can produce reports, letters, and labels 
from the CLIENTS file. You can also view actual records in the CLIENTS file on the screen of your 
HP-86/87. 

In sections 2 and 3, you discover how to use FILE/80 Program Disc #1 to create and access files: 

Section 2 explains how a file is created and stored on disc. The entries on the master form, the basis 
of the filing system used by FILE/80, are covered. You are instructed to create a file that can be 
stored on the FILE/80 Demonstration Disc. 

Section 3 instructs you to access specific records stored on the FILE/80 Demonstration Disc. 
Examples show you how to add, update, and delete records. You will also become familiar with the 
screens and special function keys used to retrieve records. 

In sections 4, 5, and 6 you learn how to create output formats with FILE/80 Program Disc #2 and how to 
print reports, letters, and labels with FILE/80 Program Disc #3: 

Section 4 leads you through the definition and printing of reports. Each type of entry is covered. 
Additional entries used on the FILE/80 Demonstration Disc are listed at the end of the section. 

Section 5 shows you how to define and print letters. All entries on the letter stored on the FILE/80 
Demonstration Disc are listed at the end of the section. 

Section 6 covers the definition and printing of labels. Entries used on the FILE/80 Demonstration 
Disc are listed at the end of the section. 

Section 7 explains how to change files using the k b D L b 1 N L screen after records have been stored in 
them. FILE/80 Program Disc #4 is used. 

Section 8 covers the use of mass storage commands with the FILE/80 program. 

Section 9 explains how to protect your discs by making and using backup copies of your files. The 
BACKUP program, stored on FILE/80 Program Disc #4, is used. 

Section 10 explains how to restore damaged files with the RECOVERY program when recent backup 
copies are not available. (In some cases, the entire file cannot be restored.) FILE/80 Program Disc #4 is 
used. 
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The FILE/80 Display 

The following screen shows a file record that is being accessed. The record on this screen is stored in the 
CLIENTS file, on the FILE/80 Demonstration Disc. You will learn how to access this record before 
finishing section 1. 



By holding down (SHIFT ] and pressing any special function key, a help message is displayed in the 
titie/feedback window that explains what the special function key is used for. 

Notice the display is divided into three sections called windows. When the FILE/80 program is running, 
your personal computer always displays 24 lines on the screen. The 24 lines make up the three windows. 

W 

The title/feedback window identifies the screen you are looking at. A screen with the characters 
WULkY in the title/feedback window, for example, is identified as the UUERY screen. 
Messages, prompts, and various indicators are often displayed in the title/feedback window. 

The central window on your screen is the information window. Although only 18 lines are displayed at a 
time, records up to 60 lines long and entire reports, letters, or labels can be viewed from the information 
window. 







The [ ROLL) key can be pressed to scroll the form displayed in the information window. The title/feedback 
window remains in place when you scroll the form. When a report output format is displayed in the 
information window, you can scroll it horizontally by pressing the Q and Q keys if the report exceeds 
80 columns in width. 

The special function window displays the labels for the special function keys. The special function key 
labels displayed on the screen describe the purpose of the special function keys on the computer. The 
special function key identifiers, y through g , correspond to the special function keys fkT) through fim . 

The special function keys are only activated when they are useful. If a special function key is disabled, the 
associated special function key label is blank. Besides the special function keys, all other keys on the 
HP-86/87 keyboard are disabled by FILE/80 when they aren’t needed. When you press a disabled key, the 
computer beeps. 


Hard-Copy Output 

In order to use the FILE/80 file management system to its greatest potential, a printer is required. 
Hewlett-Packard offers several models that interface with the HP-86 and HP-87. Depending on your 
application, the quality of printed output may or may not be important. Refer to appendix C for a listing 
of printers supported by FILE/80. Instructions are also provided for setting the default printer type on the 

D El F Fl U L ! -:::i screen. 

On the following pages, samples of the hard-copy output you can produce with FILE/80 are shown. 
Instructions for producing each of these documents from the CLIENTS file, stored on the FILE/80 
Demonstration Disc, are provided in section 1. 
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ACCOUNT ##MM“02SP PHONE.=tt#<2.t3) 555-2101 

CHANEY, MANN, AND HILL 
Consulting Engineers 

CLIENT QUICK REFERENCE FILE 

LAST MODIFIED GN.._## 7/30/82 

LAST NAME.##Marriot 

FIRST NANE...##Matthew 
MIDDLE INITIAL.,##L 

CDMPANY..., ##Sq: 1 ar PI anners IJnl i mi ted 
ADDRESS i,,_##4275 Willis Avenue 
ADDRESS 2..## 

CITY/STATE,_##Van Nuys, California 
7 IP CODE.##91403 

ACCOUNT REP.##Mr„ Dyer 

HOURS LOGGED..,## 4 MONTHLY 

LAST CONTACTED..,## 7/14/82 

PRrjJECT_.##0206 

CLASS IFI CAT I ON.##01 --CS 

CONSULT ING RE;QU IREMENTS.,.##Concr ete Foundat i one 
PROFITABILITY INDEX ## 1 

1. Subtract TOTAL AMOUNT PAST DUE from YTD BUSINESS VOLUME. 

2, Divide diffc^rence obtained by YTD BUSINESS VOLUME. 


PROJECT FROM..:## i/S2 TO.. 

.## 



TOTAL HOURS ALLOTTED....## 

CLIENT SINCE..## 2/14/75 

4 



TOTAL AMOUNT PAST DLiE„##$ 

- 00 

YTD BUSINESS VOLUME...##«i 

120 

AMOUNT PAID THIS MONTH_..##if 

RATE SCHEDULE 1 _.,##$ 30.00 

RATE SCHEDULE 2„„##$ 45.00 

120.00 

YTD CONSULTING HOURS^..## 

HOURS THIS MONTH !.„.## 4 

HOURS THIS MONTH 2,^## 0 

4 








Sample Form 

This form is 80 columns wide by 60 lines long. You can print one of these documents for each record in 
your file as well as a listing of fields entered on the master form (page 56). Instructions are provided in the 
next section. 
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CLASS PROJECT 
Grand Totals: 


CHANEY, MANN, AND MILL 
Consulting Engineers 

PROJECT SUMMARY REPORT 


*141390.00 


PAST DUE PROFIT INDEX 

♦3246.00 



CHANEY, 

MANN, AND HILL 


8/12/82 


Consulting Engineers 




PROJECT 

SUMMARY REPORT 



CLASS PROJECT 

HOURS 

VOLUME 

PAST DUE 

PROFIT INDEX 

01-CS 1202 

320 

*10200.00 

*.00 

1 

0206 

4 

*120.00 

b 

o 

1 

0207 

7 

O 

o 

o 

e 

*135.00 

.35714285714 

0307 

13 

*465.00 

*96.00 

.79354838709 

1701 

11 

*345.00 

• 

o 

o 

1 

Subtotals -for: 01-CS 

3S5 

*11340.00 

*231.00 


02-MD 1101 

210 

*6450.00 

*200.00 

.96899224806 

1102 

90 

*2700.00 

*100.00 

.96296296296 

Subtotals -for: 02-MD 

290 

*9150.00 

*300.00 


03-GI 1201 

125 

*5250.00 

*.00 

1 

0901 

30 

*1050.00 

o 

o 

• 

1 

0902 

20 

*600.00 

o 

o 

1 

Subtotals +or: 03-61 

175 

*6900.00 

o 

o 

e 


03-IB 0801 

750 

*23250.00 

*100.00 

.99569892473 

0601 

90 

*2850.00 

e 

o 

o 

1 

1001 

11 

*345.00 

*345.00 

0 

Subtotals -fori 03-IB 

851 

*26445.00 

♦445.00 


04-ME 2202 

180 

*5700.00 

*.00 

1 



1 




, AND HILL 
Engineers 

ARY REPORT 


'□LUME 

PAST DUE 

PROFIT INDEX 

80.00 

*.00 

1 

10.00 

*.00 

1 

90.00 

*.00 


.00.00 

*.00 

1 

30.00 

*1000.00 

.93722536095 

(25.00 

*.00 

1 

'75.00 

*.00 

1 

>65.00 

*.00 

1 

-40.00 

*500.00 

.96653279785 

570.00 

*320.00 

.43859649122 

.30.00 

*450.00 

.28571428571 

.35.00 

*2270.00 


>40.00 

*.00 

1 

>00.00 

*.00 

1 

>25.00 

*.00 

1 

,20.00 

*,00 

1 

180.00 

*.00 

1 

365.00 

*.00 

1 

?30.00 

*.00 



Sample Report 


This report is printed in the order of the C L Fl S S I F I U R T 1 U N, fi C il- U U H I, and P R 'Ll JI::. U I fields on 
the sample form. 
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CHANEY, MANN, AND HILL 
Consultinq Engineers 

2250 Camden Avenue, Los Angeles, Cali-fornia 90033 


8/12/82 


Matthew L. Marridt 
Solar Planners Unlimited 
4275 Willis Avenue 
Van Nuys, California 91403 

Dear Matthew, 

Our firm is pleased to be able to offer the consulting 
area of Solar Engineering to our already broad range 
of services. Dr. David Alvord, a recent cjraduate of 
thE* Solar Engineering program of the University of 
Hawaii has recently Joined the staff of CHANEY, MANN, 
and HILL. We* know that you can benefit from the services 
of Dr. Alvord in any new or existing projects that 
you consider integrating with solar power. 

Your account representative, Mr. Dyer, would be pleased 
to provide you with details. To schedule an appointment 
with Dr. Alvord, call our offices at l”B00”555-45d7. 

Cordial 1y, 


Bill Chaney, President 


Sample Letter 


One of these letters can be printed for all recently contacted clients. Letters can include fields directly 
from the master form, like the R C C 0 U H T REP field used in this letter. 
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MAILED 8/32/B2 


F-RE-SORTED 


MAILEiD 8/12/82 


F-'RE-SDRTED 


Cli-ff Robinson 
, j 1 LI a I'-' s h B G u 1 B V a r (d 
Boston, Massachusetts 


Hcswar d Boodman 
B o o d ft) a n B tj i 1 d i n □ 
2350 Alder 
Nort d1 k, Virgini« 


MAILED 8/12/82 


PRE-SORTED 


Rob eI-1 R u t h ei- i or d 
15 0 S o u t h W i J. t Q n P 1 a c e 
I-oB Ange 1 es, (Da 1 i *f or ni a 


MAILED 8/12/82 


PRE-SORTED 


Julian Whitaker 

Suite 3 00 y W h i t a k e r B u i 1 d ;i. r“{ g 

2r200 South Union Avenue 

Lqs An ge I es, Ca 1 i -f or n i a 

90007 


MAILED b/12/b::^ 


PRE-SORTED 


Paul Johns 

200 Veteran Avenue 

1..os Ange I es, C a 1 i, f or n i a 


MAILED 8/12/82 


PRE-SORTED 


Steve Rust 
O-f-fice A-24 
879 Athens Bou1evard 
1... o s A n g e I e sCa 1 i f or* n i a 


m 


MAILED 8/12/82 


PRE-SORTED 


Sam E^erry 

:L B 2 5 F' r a s i:> er Aven u e 

L.„ □ B A n g e 1 e s, C a 1 i -f a r n i a 


MAILED 8/12/BD 


PRE-SORTED 


John Marr 

B 6 0 0 A q u e d u c t A v e n u e 
B a n F e r n a n d o, C a 1 i t or ri i a 


MAILED 8/12/82 F 

M a 1.11") e w M a r r i o t 
4275 Willis Avenue 
V a n N IX y s,, C a I :i. i o r n i a 


PRE-SORTED 


MAILED 8/12/82 


PRE-SDRTED 


John Marks 

10350 Peach C-)rove 

M (;:) I't Fi F! o 3,!!, y w o a ci „ (!!) a 1 i -f o r n i a 

91601 


HAILED e/12/BD 


F‘RE-S0RTED 


John Stark 

5 B 2 Z Cr, o 3. d w a t e i'" (D a r) y a n A v e n u e 
L. o s A n g e I e s, C: a 1 i f o r n i a 

91607 


f 

MAILED 8/12/82 

- \ 

F'RE-SORTED 

James Brady 

201 Magnolia 

Mod est o, Ca1i i or ni< 

\ _ 

a 

95354 

J 


Sample Labels 


One label can be printed for each file record. You can print mailing labels in zip code order for addressing 
envelopes. In addition to the current date, any field on the master form can be printed on labels. 
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FILE/80 FILE/80 FILE/80 BACKUP RECOVERY 



CREATE FORMS QUERY TABS DEFAULTS OUTPUT REDEFINE 



ADD SEARCH UPDATE DELETE REPORT LETTER LABELS 



PRINT SPECIFICATIONS 




Overall FILE/80 Diagram 
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Section 1 

Getting Started 



Introduction 


This section explains how to use FILE/80 with your HP-86/87. You will learn how to display individual 
records. Later in this section, the FILE/80 Demonstration Disc is used to print reports, letters, and labels. 


To operate FILE/80 properly, you will need the following hardware: 







An HP-86 or HP-87. 

A minimum of 96K bytes of user memory (RAM). 

One dual flexible disc drive, two single disc drives, or a hard disc drive with flexible disc access. 
Printer to produce hard-copy output, if desired. 

Interconnect cables. 


Additional memory beyond 96K bytes is not necessary but does shorten the processing time when sorting 
records for output or reorganizing files. 


Note: For more information about connecting disc drives, printers, and other peripheral devices to 
your computer, refer to the owner's manual or other literature supplied with each device. 

It is recommended you make and use working copies of all the discs supplied with this package. These 
include the FILE/80 Program Discs and the FILE/80 Demonstration Disc. Place write-protect tabs on the 
copies of the program discs. Keep the original discs for archive purposes. Refer to your HP-86/87 owner’s 
literature for instructions on copying discs. 


WARNING 

It can be necessary to change the program media (flexible discs) while the FILE/80 program is running. 
FILE/80 will prompt you whenever a media change is required. DO NOT CHANGE MEDIA WITHOUT 
BEING INSTRUCTED TO DO SO. Changing media, opening disc drive doors, or turning a disc drive off 
without being prompted can result in corruption of your files and possible loss of data. Pressing 
(RESET) twice while the program is running can have the same consequences. 
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20 Section 1: Getting Started 


Not all the program segments stored on the FILE/80 Program Discs are loaded into your HP-86/87 
simultaneously. When the FILE/80 program Is running, different program segments are automatically 
loaded when they are needed. When this occurs, a message is displayed on the screen explaining that 
the system Is busy. Wait until the loading process is finished. If the FILE/80 Program Disc containing 
the needed segment is not on-line, then a message Instructs you to Insert a specific FILE/80 Program 
disc by its number (1, 2 , 3, or 4). The name of the program segment is also provided. 


Loading FILE/80 

The following instructions are for flexible disc drives. A default mass storage unit specifier (MSUS) of 
! 0700 is assumed. An MSUS of I 070 1 is also assumed. Your system might not have these exact 
MSUSs. If you have a different MSUS, simply substitute your own MSUS for the one used in this manual. 
Refer to your HP-86/87 owner’s documentation for instructions on determining the correct MSUS for 
devices connected to your computer. The M R S S S T 0 R li G E I S command can be used to change the 
default MSUS. 

a. Connect disc drives to your computer in the proper manner. 

b. If hard-copy output is to be produced, connect your printer with paper at proper top of form. 

Note: It is recommended different addresses be used for your disc drives and printer. 

c. Apply power to all devices connected to your computer. 

d. Turn your computer on. 

e. Insert FILE/80 Program Disc #1 into the default MSUS of i LJ r' 0 i:::i and the FILE/80 Demonstration 
Disc into MSUS ; IJ 7 0 1. Make sure the disc drive doors are closed. 

f. Enter the following command and press (END LINE] . 

LOFlD ’4n:LE...-80" 

g. Press the (RUN ] key. 


When the screen with the W E. L.. C 01'l IE f 0 F I L E 8 0 message appears on your display, FILE/80 has 
been properly loaded. The POWER light on your computer should be blinking to indicate a program is 
being executed. Some plug-in ROM modules can reduce the amount of user memory FILE/80 can access. 


If sufficient memory is not available when [ RUN ) is pressed, then a message is displayed. 
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Demonstration of FILE/80 


Follow the previous instructions for loading FILE/80. After the N E L U U M E T U F IL L / '6 y message 
is displayed, you are ready to begin. 


Press the 


OLD FILE 


special function key and enter the file name CLIENTS followed by ( END LINE) . 


When the password is requested, enter HP and press ( END LINE) . This gives you access to a file on the 
FILE/80 Demonstration Disc. Later on, you can store some of your own files on this disc. 


After entering the file name and password, this screen is displayed. Just follow the instructions in the 
title/feedback window. For example, if the current date is August 12,1982: 


Press ®®QD®®C2) [ENDLINI] 



" ■ SC 


Ei L-g i r ri HiM 


FILE/80 Display 


FILE/80 asks you to verify the device address of the printer and the MSUS of each disc drive attached to your 
personal computer. It is important you make sure this data is complete and correct. To change the printer 


address displayed in the title/feedback window, press 


PRINTER 


enter the correct address, and press 


(endUnF). The (SPACE BA^ , (^ace) , CZ) ^eys can be used to edit an entry before pressing (END LINE") . 

The MSUSs of the drives where the FILE/80 Program Disc #1 and the FILE/80 Demonstration Disc are lo¬ 
cated need to be present. At least two MSUSs are required unless a hard disc is on-line. To enter an MSUS, 
press IjHSj, enter the digits, and then press (END LINE) . To remove an MSUS recorded as being on-line, press 


DELETE 


, enter the digits on the screen, and press ( END LINE L 


When the printer address and the table of drives on-line are correct, press . When the next screen is 

displayed, press to view the individual records in the CLIENTS file. 
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Press 



ll UHaM g M»im=l l iJ I 


aESZCBS ai 


FILE/80 Display 



You should now have three special function keys on your screen— jjljr , , and ggljg . Press the 

JJ special function key. The SIE F^RCH screen is displayed. You are looking at a blank copy of the 


SEHRC 


master form used to store each record in the CLIENTS file, (In section 2 you will learn how to create 
master forms.) FILE/80 requires records to be unique. To access records, you make an entry on the blank 
form displayed. For example, to retrieve records in the CLIENTS file for account number MM-02SP, you 
look for the H U U U U N 1 field on the master form and enter fMl fi^ fol (T) © ® if- 


Notice the FiUCOUNT field is located in the upper left of the information window. Also notice it is 
displayed with inverse video. This means the cursor is currently on the FiCCUUN f field and you can 
enter information into it. The cursor is automatically positioned on the first field of a record when it is 
accessed. 



You can press [ END LINE] to move the cursor to the next field. Or, you can hold down ( SHIFT ] while pressing 
( END LINE ] to move the cursor to the previous field. Try pressing ( END LINE } . The name of the next field, 
h‘ iH U H L , is now displayed with inverse video. Move the cursor back to the li U L U U ri \ field by pressing 
(SHIFT ) (END LINE ] . Then press the keys indicated to retrieve a record for HUUUUHl MM--y i:::'bF’ 
from the CLIENTS file: 
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Press ®®®C2)©CE) 



The record for account number MM-02SP is displayed on the QUERY screen. You can press the special 
function key to see if any other records in the CLIENTS file also have this account number. 

Actually, there are three separate records in the CLIENTS file for account number MM-02SP. These 
records are distinguishable by entries in the PRO JE!CT field: 0206, 02Ei?, and 63208. To display 
the PROJECT field, press ( CONT ] twice. You can view each of these records in succession by 
pressing [jQggy. Many times, it is advantageous to access groups of records that satisfy certain 
conditions. You will learn how to do this in section 3. 


The record you see on the Q U E R V screen (next page) is just part of a 60-line record that stores information for 
each project of the Consulting Engineering firm CHANEY, MANN, and HILL. By pressing ( CONT ) or ( SHIFT) 



(ROLL) , you can move forwards through the file record for account number MM-02SP, Solar Planners 
Unlimited. Press (SHIFT) (TONT ) or ( ROLL ) to move in the opposite direction. You can view the 60-line record 
through the information window of the QUERY screen. 


Whenever a file record is displayed on the Q U E R Y screen as a result of a search, you can press (LlsY) to obtain 
a hard copy of it. To print copies of all records accessed with a search, press ( P LST ) . With the current search 
conditions, records for projects and can be printed by pressing ( P LST) . 


In the next part of the FILE/80 demonstration, you can produce additional hard-copy output from the 
CLIENTS file. To continue with the FILE/80 demonstration, press on the QUERY screen. 
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Press 


DONf 



When the F- I LE/‘80 screen is displayed, do the following: 

Press [jgmgj 



FILE/80 Display 

Whenever output is produced, the name of an output format is entered. This name tells FILE/80 which 
report, letter, or label format you want. To print a report just like the one shown in the overview, do the 
following: 
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FILE/80 Display 


FILE/80 will prompt you to insert FILE/80 Program Disc #3. Replace FILE/80 Program Disc #1 with 
FILE/80 Program Disc #3. Do not remove the FILE/80 Demonstration Disc. After you have inserted the 
new program disc, press gjJQJUQJJ . 

The PROJECT SUMMARY REPORT is printed from the records stored in the CLIENTS file. This 
report summarizes each record stored on the FILE/80 Demonstration Disc. If you were to update any 
record in the CLIENTS file, then the PROJECT SUMMARY REPORT would reflect this change. (You 
will learn how to update records in section 3.) Press the QQQSi&BS special function key on the 

F' R I N T S P E C I F' I C fl T I 0 H S screen: 


Press [jjyyjnui^ 



IlHHiBISfli 9E113SI!19EI qcSSSSSSS 9KIilSODHi SMEI31SDH 


FILE/80 Display 
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Check the list displayed in the information window of the DIEF FlULTS screen. Make sure the 
Printer address and Printer type settings are compatible with your own computer 
system. The F o r rn s i z e < L i n e s ) setting should also be checked. 


• F‘ r i n t e r add ress i This should be set to the address of your printer. You can refer to the 
owner’s literature supplied with your HP-86/87 or printer for instructions to determine your printer’s 
address. 

• F' r i n t 0 r t y p l Refer to appendix C to determine the correct setting. 

• F’ Cl r in s i z e < L i n 0 s ) 1 This is preset to 66—the number of lines on standard paper forms. If 
the forms you are using are non-standard, enter the number of lines that can be printed on a single 
page. 


To change items on the default list: 

a. Press [ END LINE] or [ SHIFT] ( END LINE ] to move the cursor over the number of the item you wish to 
change. 


ICHHNGI 


c. FILE/80 displays instructions for entering the changes from the keyboard. Make the requested 
entry and press ( END LINE) . 

d. Repeat steps a through c until all items in the list have the settings you want. 

e. Press 

f. The r‘ F«:! I N I J-i P L U 1 F 1 U H f 1 U N S screen should now be displayed. 


After you press mymjHII on the DEF“’FlULTS screen, the PPINT oF-'LUlF lUH i lUFMii screen is 
displayed. You can begin printing the PROJECT SUMMARY REPORT shown in the overview by 
pressing . While your report is being printed the R E F*' 0 F:! T screen is displayed. Each page of your 

report is also displayed in the information window as it is printed. 
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FILE/80 Display 


When your report has finished printing, a new special function window is displayed on the kEPOFiT 
screen. You can press to end the demonstration. To continue with the demonstration, follow these 

instructions: 

a. Press 

b. Select one of these options: 

1. To print 30 file records with a master form summary, press . 

2. To print 12 sample letters, enter the format name LETTER and press ( END LINE ] . 

3. To print 12 sample labels, enter the format name LABEL and press [ END LINE) . 

c. The P k I H f F“‘ L i...’ I \- 1 U H T I Li N b screen is displayed. 

d. Press to check the current defaults. Use the procedure on page 26 for changing 

defaults. 

e. Press [|2i38j E F fl U L T S screen. 

f. Verify that paper is at proper top-of-form. 

g. Press [HSlSy ^*•"' I f“ I C fi T I 0 H S screen to begin printing. 

h. After the output has completed printing, press to end the demonstration or repeat steps a 

through g for additional output. 
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Section 2 

Creating Master Forms 



The master form, which is the basis of the filing system used by FILE/80, is created in this section. 
Sections 3 through 6 of this manual explain how to access and process individual records stored with the 
master form. 


Records in a file are like the paper documents and forms that can be stored in filing cabinets. Examples 
throughout this section show you how each record in a file is created. Each record in your file is formatted 
according to the master form. With the CFiEFiTE F OR!MS special function keys, you and FILE/80 
create the master form. 


You are instructed to create a master form identical to the master form used on the FILE/80 
Demonstration Disc in this section. The master form you will be creating is pictured in the overview. 
Instead of being for the CLIENTS file, which is stored on the FILE/80 Demonstration Disc, the master 
form you create in this section will be for the SAMPLE file. The operations in this section can be 
performed with any of these discs: 

• The FILE/80 Demonstration Disc. 

• Any flexible or hard disc with some extra space. Other files can already be stored on this disc. 

• An empty disc that has been initialized. 


All discs you intend to use for storing data must be on-line before creating the file. 


Introduction 



FILE/80 always displays the master form you’re designing on the screen of your HP-86/87. It appears the 
same as it would on a sheet of paper and yet you can change it. This enables you to design the master form 
as you create it. The CRERTE FMDFiME screen aids you in the design of the master form by only 
providing special function keys that are useful. The master form is 80 characters wide. This matches the 
width of the HP-86/87 display screen. It can contain up to 60 lines of information. The diagram on the 
facing page shows the organization of the special function keys used to create a master form. 


After the master form has been created and stored on disc it can still be changed. However, changing a 
master form already stored on disc requires several steps not necessary during the initial creation. These 
additional steps are necessary because data can already be stored in the forms of the original file. 
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Starting Forms Creation 


Follow these instructions for loading FILE/80: 

a. Connect disc drives to your computer in the proper manner. 

b. Apply power to all devices connected to your computer. 

c. Turn your computer on. 

d. Insert the FILE/80 Program Disc #1 into the default MSUS of ; D700 and the FILE/80 
Demonstration Disc into MSUS i D '7 0 1 . Make sure the disc drive doors are closed. 

e. Enter the following command and press [ END LINE) . 

LOFID "FILE./80" 

f. Press the [ RUN] key. 


This screen is displayed. To begin the creation of a master form, do the following: 


Press 


I 


EW FILE 





ninmmi h hiHimjto 


FILE/80 Display 




These special function keys are provided: 


EN FILE 


Press this special function key to begin the creation of a new master form. You are 
requested to enter the name and password of the new file. You choose both of these. 


OLD FI I E 


Press this special function key to access a file already stored on disc. FILE/80 prompts 
you for the name of the file and then the password (if one has been designated). 
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Press this special function key to exit FILE/80. Your HP-86/87 returns to calculator mode. To 
access or create files, you must reload the FILE/80 program and press [ RUN ) . Any information 
entered in the current session, such as the file name, password, or date must be entered again. 

File Names and Passwords 

Each master form you create is associated with a single file. Whenever you access a file, you must supply 
the file name and, if applicable, a password. You are prompted to enter the file name after pressing 
532UJ5J on the F* I LE/‘80 screen. 

File names can contain any upper or lower case letter or digit and have a maximum length of eight 
characters. Do not use the characters period, comma, or semicolon in the file name. It is also important 
not to use the name of any file currently on-line. Passwords can contain up to 10 characters. 

After you press JJJQQHS » ^^e prompt E N T E. R T H E FILE N Fl M El is displayed. To enter the file 
name SAMPLE, for instance, press the following keys: 


The name SAMPLE is displayed in the title/feedback window. This file name must be supplied when 
accessing this file in the future. 

PASSWORDS: When the prompt E N T Ei F! T H El F' Fi S S W 0 R D appears, you can enter a password (10 
characters or less) and press [ END LINE] or just press (END LINE) to override the password option. If you do 
enter a password, record it on a sheet of paper for future reference. After the file has been created, it will be 
impossible to access it again without the password. 

File Configuration 

After entering the file name and password, FILE/80 asks you three questions for configuring your file. 
These parameters are only entered once. They cannot be changed after your file has been stored on disc. 

• Ordering of month, day, and year when dates are displayed or printed. 

• Characters used to separate the month, day, and year when dates are displayed or printed. 

• A character to be used as the currency sign. This character appears immediately to the left of 
monetary amounts when they are printed. 

After you enter the file name and password, this screen is displayed for configuring your file. 
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m QE 


HE 


HE 



FILE/80 Display 


Press a special function key to choose how dates in your file will be displayed. If you press [iQBjSHQ > 
for example, dates will be displayed in a month day year format. After you select the format, this screen is 
displayed: 



niSEBiEBSS H ISISHililBM H iylSHiliBM 


HE= 91 


FILE/80 Display 


You can choose the slash (/ ), the period (.), or the hyphen (.) to separate the month, day, and year. Press 

the appropriate special function key to indicate your choice. To change the ordering of the month, day, 
and year, you can press . After you choose the slash, period, or hyphen, this screen is displayed: 
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FILE/80 Display 


You can enter up to four characters for the currency sign. Type in the currency sign of your choice and press 
(END LINE) . The characters displayed beside the CURREHC'r' S I GN prompt determine what currency sign is 
used for your file. The dollar sign (0) is already displayed in the field. Press ( END LINE) to select the dollar sign. 


In this manual) all files have the following configuration: 


• MM DD YY format. 

• . ** insertion character for dates. 

• $ currency sign. 


After these items have been specified for your file, FILE/80 prompts you to enter the current date. 

Entering Peripherals 

The printer address needs to be entered. FILE/80 displays the default address of in the printer address 
prompt. To enter the default address of QQQ, press (END LINE) . Next, the MSUS of each drive that contains a 
disc to be used by FILE/80 needs to be entered. Unless a hard disc is on-line, at least two MSUSs must be 
entered. 

If the file you are creating is large, it can span several volumes. The MSUSs for all volumes on which a file is to 
be stored must be entered. All these volumes must be on-line whenever the file is accessed. In addition, the 
MSUSs of the FILE/80 Program Discs need to be entered. A dual flexible disc drive normally has the MSUSs 
I D?00 and i D701. To enter these, do the following: 
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Press (nC^r^ lENDLINEl [g|J mfolfT K END LINE 1 



The special function keys on this screen are used for changing the printer address and adding or removing 
MSUSs from the table displayed in the information window. To enter the first MSUS, type in the digits and 
press ( END LINEI . For each additional MSUS you enter, the special function key must be pressed once. 

[J]^ When you press this key the prompt ENTER THE MSUS OF THE NEW DISC 
DR I UE " ! D im " is displayed. Press [2]2S once to enter an MSUS. After entering the digits, 
press (END LINE) . 

Press this key to remove any MSUS already displayed on the screen. When pressed, the 
prompt EHTER THE DISC DR10E MSUS V0U WflNT TO DELETE " i D ■■ " 
is displayed. You enter the digits and press [ END LINE ] . The MSUS you entered is removed from the 
table. 

Press this key to change the printer address currently displayed in the title/feedback window. u 
When the prompt appears, enter the digits and press ( END LINE) . 


When each MSUS on the screen is correct, you press this special function key to continue 
creating the master form. 


After each MSUS has been entered, check over the table to verify that all MSUSs are correct and that the 
table is complete. Then press . This completes the process of entering MSUSs. FILE/80 gives 

you the option of updating this table during future sessions. 
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The Master Form 

Whenever you create a master form, there are two basic types of entries that are made on the form, fields 
and text. Use fields for information that can change from one record to the next. Text appears the same on 
each file record. Instructions for defining, moving, and deleting fields follow. 

A maximum of 100 fields, with a combined length of 1,020 character equivalents, can be placed on the 
master form. In addition, you can enter up to 4,800 characters of text. The dimensions of the master form 
are 60 lines by 80 columns. The FILE/80 program does not allow you to create a master form that exceeds 
these limits. A table of character equivalents is provided on page 55. Text entry instructions are provided 
later in this section. 

The master form used on the FILE/80 Demonstration Disc consists of fields and text. A list of the entries 
is provided at the end of this section. By following the instructions for defining fields, you can “recreate” 
the same master form that was used for the sample report, letter, and mailing label shown in the 
overview. To place fields or text on a master form, you must press on this screen. 

Press 



FILE/80 Display 

If necessary, you can change the name of your file or its password by pressing the or 

keys, respectively. Or, you can press to return to calculator mode. When is 

pressed, this screen is displayed: 



FILE/80 Display 
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The following special function keys are provided: 


[2JJ Press this key to define an individual field to be placed on the master form. 

Press QQJIQII to display a message indicating the total number of fields currently on the 
master form. 

gmm Press this key to display the number of character equivalents currently being used by the 
fields on the master form. This relates to the 1,020-character equivalent maximum of storage 
available on a master form. 


Press when all field and text entries have been made on the master form. The 

C F! E li T EE I"” 0 R M S screen with the QQSl special function key is displayed. 


Note the line and column counters in the title/feedback window. These continuously display the location 
of the cursor on the master form. To move the cursor across the surface of the master form, the cursor keys 
can be used. When the cursor is on the first or last line displayed, the master form is scrolled 
automatically with (T) or (T). The cursor stays in the same column. These keys can also be used: 

[ END LINE] Press this key to move the cursor to column 1 of the next line on the master form. 

( CONT ) Press this key to display the next 15 lines of the master form. Successive 18-line segments of the 
master form are displayed with a 3-line overlap. 

[ ROLL) Press this key to scroll the master form. 

With these keys, you can also hold ( SHIFT ) down and press the key to move the cursor or scroll the master 
form in the reverse direction. Even if the master form is blank, you can verify the location of the cursor 
with the line and column counters. 


Fields 

Fields allow you to enter information which can be different for each individual record. To begin the 
definition of a field you press [JJjJ on the C' R b li I b !'•* u R 11S screen. FILE/80 prompts you to do the 
following: 

• Enter the field name. 

• Select the type of the field. 

• Enter the field length. 

• Put the field on the master form. 
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After completing these steps, the new field becomes part of the master form. The field is displayed in the 
information window after entering the length or selecting the type of the field. If a field has a predefined 
length, it appears on the screen after the type is selected. When displayed in the information window, 
each field has the following configuration: 


KEY INDICATOR FIELD 

\ _L 

t \ 

FIELD NAME SEARCH/SORT INDICATORS 


The characters you enter for the field name are displayed in the field name segment. In addition to 
appearing on the master form, field names can be used for automatic column headings on a report. 

The key indicator is blank now. Fields designated for the primary key display the digits 1, 2, 3, or 4, 
denoting their order in the primary key. If you designate a field as a secondary key an S is displayed. A 
field designated as both a primary and secondary key only indicates the primary key field number. Both 
types of keys are covered under Key Selection on page 49. 

The search/sort indicators perform dual functions. They can be used for specifying conditions on the 
S E Fl R C H screen. This screen locates records in your file based on information you enter into any field on 
the master form and is covered in section 3. These indicators are used on the SORTEiD RE" F'OFST, 
S 0 R T E D LETTER!, and S 0 R! T EE D L Fl E:« EE L screens also. You can choose the order that file records 
are accessed for printing reports, letters, or labels with these screens. Use of the search/sort indicators for 
producing output is covered in sections 4 through 6. 


Entering Field Names 

Entering the field name is the first step in defining a field. When is pressed, this prompt is displayed 

in the title/feedback window: 

ENTER THE NEW FIELD NfiME 


The cursor is located in the first character position of an inverse video strip. Field names can include any 
alphanumeric characters and have a maximum length of 27. Only blanks that are embedded in the field 
name are used—both leading and trailing blanks are removed. 
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If you don’t want to give the field you’re defining a name, just press [ END LINE] . The (SPACEBAR) , ( ] , 

(3» Q keys can be used to edit the field name before pressing f END LINE ) . To enter the field name 
L Fl S T N Fl rl I:::. , for example, do the following: 

Press (T)®©® ( SPACE BAR ) ®®CM3© ( END LINE) 



FILE/80 Display 


After you press f END LINE) , the labels in the special function window change to allow you to select a field 
type for the L Fl S T N R M E field. These are shown on the next screen. 
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Field Types 

FILE/80 gives you a choice of six field types: character (formatted or unformatted), integer, float, 
currency, autodate, and date. Different field types give you a variety of ways to use the information stored 
in each field. Field types are chosen with special function keys. You just press the special function key 
corresponding to the type of field you want. 



If you enter a field name of L R S T N Fl MI::!, the following screen is displayed when [ END LINE) is pressed. 
To select the character field type, you merely press the JiBIj special function key. After pressing gjjgg , 
a prompt is displayed in the title/feedback window requesting you to enter the length of the field. 


Press QQJg 



FILE/80 Display 


You can select any of six different field types by pressing the appropriate special function key: 

Press this special function key to select a character field. You can then press to 

enter a formatted character field. 


Press this special function key to choose an integer field. Computation can be performed 
with integer fields although no fractional numbers are allowed. 


[umu Press this special function key to select a numeric field that can be stored with a variable 
number of decimal places. Only non-zero decimal places are displayed. 


Press this special function key to select a numeric field with a currency sign and two 
decimal places. 
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niiTODfur 


_I Press this special function key to select a date field that automatically registers the last 

date when file records were updated or added. 


I Press this special function key to select a date field that can store any date you enter. 


nntiR 


jPress this special function key to display the NEW FIELD screen with the prompt 
N T E F:! r H E N E W F“ I E L D N Fl M E in the title/feedback window. You can change the name of 


the field by entering a different name and pressing (END LINE] 


The Character Type 

Character type fields can contain the letters A through Z (upper or lower case), the digits 0 through 9, or 
any non-control characters on the HP-86/87 keyboard. On the CLIENTS master form, the L Fl S T H Fl 11 E 
field has a length of 15. Any combination of 15 characters can be stored in this field. The name ‘‘Marriot’’ 
would be a good example. Since this name is seven characters long, there are eight trailing blanks in the 
L f\ S T N Fl II E. field when the name Marriot is stored in it. The length of character fields can range from 1 
to 50 characters. 


FIELD 


LAST NAMEB^^I 

t 

FIELDNAME 


M a r r i o t 


The use of character fields offers you the most versatility for items that don’t require computation. Notice 
that character fields cannot be used for calculations, even though digits can be stored in them. 
Instructions for using the special function key, which is displayed after mjjjg is pressed, are 

provided under Formatted Character Fields, page 46. 


The Integer Type 

Integer type fields are numeric fields that have no decimal places. Computations are performed with 
integer type fields, so only the digits 0 to 9 can be entered in them. Both positive and negative values can 
be stored in these fields. The Y T D C 0 H S U L TI N G H 0 U R S field on the CLIENTS master form has a 
length of 9. If the number 4 is stored in this field, it appears on the right-hand side. The eight leading 
blanks are treated as zeros. Integer type fields can range in length from 1 to 12 digits. 
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YTD CONSULTING 

t 

FIELD NAME 


FIELD 


i 


HOURS-^i 



Integer fields are useful for storing values that don’t have a decimal point. The minimum and maximum 
values that can be stored in an integer field are dependent upon the length of the field. An integer field 
with length 12 can store any number ranging from -99999999999 to 999999999999. When present, the 
minus sign is displayed immediately to the left of the number. 

The Float Type 

The float field is the most versatile numeric field offered by FILE/80. Any number that can be stored in 
your HP-86/87 can be stored in a float type field. You can enter numbers into a float type field with a 
decimal point and a power of 10 (preceded by the letter E). FILE/80 then displays the number with one 
digit to the left of the decimal point and adjusts the power of 10 accordingly. The F*'’F:!0F’ I TFiB I L I TV 
I N D E: on the CLIENTS master form is a float type field. It is eight digits long: 


PROFITABILITY 

t 

FIELDNAME 


FIELD 

\ 


INDEX-^il 


1 


Because the number entered in this field is less than eight digits long, it isn’t displayed as a power of 10. A 
decimal point is only displayed when the value stored is fractional or is displayed as a power of 10. The 
number of decimal places that can be stored in a float field depends on the length of the field. Float type 
fields can range from 8 to 19 digits. 

The Currency Type 

Currency type fields are used when monetary amounts are being stored. FILE/80 provides a decimal 
point and the currency sign entered when the file was configured. Calculations can be performed with 
numbers that are stored in currency fields. The Y T D B U I H E Id U L U M El field on the CLIENTS 
master form is a currency field. It has a length of 12: 
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FIELD 

i 


YTD BUSINESS UOLUME_SS$ 


1 2 0 


t 

FIELD NAME 


0 0 


Currency fields can range in length from 3 to 12 digits. The maximum amount that can be stored in a 
currency field is 9999999999.99. The minimum amount is -999999999.99. The range of values depends on 
the field length. With currency type fields, the minus sign always appears on the left side of the decimal 
point. On printed reports, letters, and labels, the currency sign is placed immediately to the left of the 
leftmost digit in the field or the minus sign, if present. 

The Autodate Type 

Autodate fields have a fixed length of eight characters. The date entered at the beginning of a session is 
automatically entered in autodate fields when records are added or updated in your file. The autodate field 
has the format selected during configuration such as MM/DD/YY. The M’s, D’s, and Y’s, stand for the 
month, day, and year. The L Fi S T M 0 D IF" I E' D 0 l-i field on the CLIENTS master form is an autodate 
field: 

FIELD 

LRST MODIFIED 

! 

FIELD NAME 

It is recommended an autodate type field be included on each master form you create. This allows you to 
monitor when each file record was last updated. The LAST MOD I F I ED OH field was last updated 
during a session when the user entered the date 07/30/82. 


The Date Type 

The date field has a fixed length of eight characters. Any digits 0 through 9 and the blank character can 
be entered into a date type field. The date you enter in the field has the format you selected (such as 
MM/DD/YY). Date type fields can contain a different entry for each record in a file. The LRbT 
U U N T fl U T E D field on the CLIENTS master form is a date type field: 


LfiST CONTACTED- 


FIELD 

* 

/IB/ 


FIELD NAME 
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Two slashes, decimals, or hyphens (selected during configuration) are provided with each date type field so you 
don’t need to enter them. Only the digits 0 to 9 and the blank character can be entered into a date type field. A 
single digit for a month or day can be entered where either of the two M’s or D’s are placed in date type fields. 
Also, blanks can be used in place of zeros. 

Note: When date or autodate fields are printed, blanks replace leading zeros in the month or day 
positions. If all positions are blank, nothing is printed. 


Field Lengths 

FILE/80 prompts for the field length only after you have pressed JJJJ , entered a field name (optional), 
and pressed either ^ QQQSSiS ’ iUlfiill ’ or^BSSlilK’ When prompted to enter the length of a 

field, you simply enter the length (as a number) and press ( END LlisrE ] . If the length you enter is not 
permitted, a message is displayed giving you the range of acceptable lengths. These lengths are 
summarized in the Field Length Table, page 44. If you’re entering the length for an integer, float, or 
currency field, refer to Numeric Field Lengths on page 44. 

Note: With long character type fields (formatted or unformatted), it is possible the field Itself won't fit 
on labels you design. Refer to Converting Dimensions, page 153, for specific coiumn widths. 

If you entered the field name LRST HRME and pressedgJlJJ, this screen is displayed. To enter a 
length of 15, do the following: 



FILE/80 Display 
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The following special function keys can be used: 


HPPER 


Jg Press this special function key to enter a formatted character field. Instructions are 
provided under Formatted Character Fields on page 46. This special function key is only shown 
when a character type field is selected. 


ggjigj By pressing , you can change the type of the field you are defining. When pressed, 

the screen with the field types in the special function window is displayed. 


Numeric Field Lengths 

It is recommended you overestimate each numeric field you define by several digits if you plan to 
take subtotals or grand totals of the field for a report. FILE/80 automatically allows two extra 
digits. Unless your field with two extra digits is large enough to accommodate the total being 
accumulated, the result printed on your report will not be correct. 

FILE/80 does give you the capability to increase the length of fields on any master form after it 
has been stored on disc. However, because data may have already been entered into the separate 
file records this modification can be time-consuming. By choosing field lengths large enough to 
hold any totals you can anticipate, you avoid the need to modify the length of numeric fields. 
Details on taking grand totals and subtotals are provided in section 4. 


A wide range of field lengths are available for most field types. These lengths are entered as numbers 
from your HP-86/87 keyboard or numeric keypad. A table of the field types and lengths of FILE/80 
follows. 


Field Length Table 


Field Type 

Field Length 

Notes 

CHARACTER 

1 to 50 characters. 

Formatting optional. 

INTEGER 

1 to 12 digits. 

— 

FLOAT 

8 to 19 digits. 

Floating, fixed point, exponential. 

CURRENCY 

3 to 12 digits. 

Currency sign, decimal point. 

AUTODATE 

8 characters, fixed. 

Date of last change. 

DATE 

8 characters, fixed. 



Note: For more detailed information concerning specific field types, refer to Field Types on page 39. 
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Putting Fields 

After selecting a field name, type, and length, the new field appears in the information window of the 
H E W F~ I IE L D screen. You use the cursor keys to move the field over the surface of the master form to the 
desired location. Then you press the mQ special function key to place the field on the master form. The 
line and column counters in the title/feedback window indicate the position of the leftmost character in 
the field name of the field you are moving. 

Fields can be positioned anywhere on the master form except over text or other fields already entered on 
the master form. If you attempt to put a field over another field or text, the following message is displayed: 

fl ri 0 W f i S 1 d C •:::l 1*“! I*“l O t j::* l..•l t O V «“•* T t 0 >% t O T ■iiil !’'‘l 

a 1 r 0 a d y 0 i :iii: X i n g f i 0 1 d . 

When this message is displayed, you must use the cursor keys to move the field to another location on the 
master form or press [ggjjgg . Instructions for moving or deleting fields already on the master form are 
provided later in this section. Instructions for changing text entries are also provided. 

To position the field on a portion of the master form that isn’t on the screen you move the field to the 
correct column with (3 Q • Then press (T) or (T) until the field is on the correct line of the master form. 
When the field reaches either the first or last line of the information window, the master form scrolls 
automatically. 

This screen is displayed after entering the field length for an unformatted character, integer, float, or 
currency field. It is also displayed after pressing or |lTITI| . In this case, the length of 15 for 

an unformatted character type field has just been entered. The line and column counters indicate that the 
L of LFiST NFIME* is on line 11, column 3. This is the location of the LF^ST N Fill IE field on the 
CLIENTS master form. To put the L R S T N R M IE field in this location, press UjHJ : 


Press IQjj 



FILE/80 Display 
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The following special function keys are provided: 


Uml Press this key to place the field on the master form. 


fUlOKM 


Press this key to change the length of the field selected. 


Pressing [mj is the final step in defining any field. After [mj is pressed, the CF^EFITE 
screen is displayed. You can add another field to the master form by pressing [JJJ again. Fields already 
on the master form can be moved or deleted. When the master form is complete, [QUHjcan be pressed. 



Formatted Character Fields 

The choice of a formatted character field is recommended for fields that must contain the digits 0 to 9 in 
certain positions but aren’t needed for calculations. The Z I C 0 D E field on the CLIENTS master form 
is an example of a formatted character field. The ZIP CODE field contains numbers in each position. 
Since formatted character fields are defined character-by-character, different combinations of character 
and numeric positions can be selected. 


When individual records are added to your file, each character entered into a formatted character field is 
compared with the pattern defined on the following screen. Only the digits 0 through 9 and the blank 
character can be entered into a numeric position in a formatted character field. If you attempt to enter any 
other characters, a message is displayed. 



After [2J2 is pressed on the C R E: fl T E F 0 R M S screen, you enter a field name and select a type for the 
field. When you select the character type, FILE/80 gives you the option of entering a formatted character 
field by pressing JJgjJJgg . If you press this special function key, the following screen is displayed. The 
following keys are pressed to enter the appearance of the Z IF’* C 0 D E field on the CLIENTS master 
form: 


Press 


NUMFRIMNUMl RI 




NUMFRI 


g UJjJigyB I END LINE! 



FILE/80 Display 
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The following special function keys can be used: 

gjyUJ can be pressed to specify a position in the field that letters, numbers, or other non-control 
HP-86/87 keyboard characters can be entered into. 

[jjmmgcan be pressed to specify numeric positions. Only the digits 0 to 9 and the blank 
character can be entered into a numeric field position. 

ftiimai can be pressed to clear the formatted character field. The prompt to enter the length of the 
field is displayed. 

After entering the appearance of a formatted character field, press f END LINE] . The field can then be put on 
the master form with the [jjjyy special function key. 

Note: It is possible that long formatted character fields will not be able to be placed on labels you 
design. Refer to Converting Dimensions on page 153 for the column widths of labels. 

Insertion Characters 

Formatted character fields can also contain insertion characters. These characters are entered directly 
from the HP-86/87 keyboard and appear the same on each file record. Insertion characters are included in 
the 50-character maximum length for character type fields. 

When individual records are being added to your file, insertion characters are automatically entered into 
formatted character fields. They do not need to be re-entered when individual records are updated. The 
following diagram shows the organization of the R C C 0 U N T field on the CLIENTS master form. 



ACCOUNT Field 
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To enter the appearance for this field, the JJJJ key must first be pressed. After entering the field name 
FiCCOUHT, press the gjjjjg special function key. When prompted to enter the field length, press 




ZIP c 0 0 e| lilg|g|g|gl 
iiHiaasm aiaBSHaia a 


□E 


FILE/80 Display 


Notice that the insertion character, is not displayed with inverse video. This is how you can tell 
insertion characters from the character and numeric positions you specify in a formatted character field. 
After pressing (END LINE] , FILE/80 prompts you to position the field on the master form. After pressing 
mu , the C R E Fi T E F” Ci ¥< M S screen is displayed. 


Moving Fields 

Moving fields already entered on the master form is simple. You move the field over the surface of the 
master form with the cursor keys. First, you press Ujjm on the U R E:. R1 fc: h U K M b screen. This special 
function key is displayed when at least one field has been placed on the master form. 

Next, you press ( END LINE") to move the cursor over the field you want to move. The field name the cursor is 
over is displayed in the title/feedback window of the M 0 V Ei F I E L D screen. The name of the field the 
cursor is on is also displayed with inverse video in the information window. The cursor moves to the next 
field each time ( END LINE] is pressed. If you hold [SHIFT ] down and press f END LINE] , the cursor moves to the 
previous field. 
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When the field you wish to move is not displayed in the information window, you can press [ CQNT ) to 
scroll the master form 15 lines forward. By holding [ SHIFT ) and pressing [ CQNT ) the master form scrolls in 
the reverse direction. 


When the cursor is over the field you want to move, press [JQgg • If you accidentally press when 

the cursor is over a field you don't wish to move, immediately press gljj —the field will remain in the 



After picking the field, use the cursor keys to move the field to the desired location on the master form. 
When the field is in the correct location, press jgljj . The field you choose to move can be put anywhere on 
the master form except where other fields or text have already been placed. 


Deleting Fields 

After placing several fields on the master form, you might want to remove one. To remove a field, press 
the special function key on the CF?ERTE EOF!MS screen. Next, position the cursor over the 

field you want to delete. The cursor moves to the next field each time you press ( END LINE ] . Hold down 
(SHIFT ) and press [ END LINE) to move the cursor to the previous field. After you have positioned the cursor 
over the field you want to remove, press ggg . The field you selected is removed from the master form. 


^ Text 

You can enter text on the master form whenever the CF:E‘FiTE EOF;!MS screen with the [JJJJ special 
function key is displayed. Any alphanumeric character can be entered from your HP-86/87 keyboard. 
Text can also be removed when the C P. El Fi T El E 0 F- M S screen is displayed. All characters entered as 
text are treated separately. You cannot move text entries with the cursor keys. To be moved, text must be 
removed and then re-entered. 


• To enter text, simply position the cursor over the location text is to be entered. Type in the characters 
from the keyboard. This text appears exactly the same for each record in your file. 

• To remove text, position the cursor over the characters you wish to remove. Then press ( SPACE BAR) 
or ( s°pACE ] until it has all been erased. 

A maximum of 4,800 characters of text can be placed on the master form. 


Key Selection 


Keys are fields used for organizing file records in an addressable order. The information you enter in key 
fields provides a means of accessing records quickly. Files are organized alphabetically, numerically, or 
chronologically depending on the field type. The use of key fields enables the ordering of letters, labels, or 
records in a report without sorting. This saves time when producing output. 
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There are two types of keys: primary and secondary. FILE/80 requires a primary key for each file. The 
primary key can consist of up to four separate fields. The speed of record access depends on the combined 
length of these fields. The shorter the primary key, the more quickly records can be accessed. 

Up to four fields on the master form can be designated as secondary keys. Although these keys are 
optional, they allow you to access records very quickly. Any field on the master form can be used to 
retrieve a record, but those fields you anticipate using frequently for accessing records are good 
candidates for secondary keys. 


The Primary Key 


FILE/80 offers you the choice of unique or non-unique primary keys. With a non-unique primary key, records 
with duplicate primary keys can be added to a file. A unique primary key requires that the information entered 
into it will be unique for each file record. The combined lengths of the primary key fields cannot exceed 50 
character equivalents. Refer to page 65 for converting field lengths to character equivalents. 


The primary key for the CLIENTS file, stored on the FILE/80 Demonstration Disc, is designated as unique and 
consists of three fields. These are the and fields. For many 

records, entries in the and helds are the same. Since the [JlMiPMfi field is 


different for each file record, the combined data in the primary key fields is unique. 



CLASS IFI CRT I OH 

fiCC GLINT 

F'ROJECT 

Unique Keys 

0 1 C S 

i1M-0LSi"' 

0 2 0 S 


0 1--CS 

Mri-02SP 

0207 

Duplicate Keys 

03-GI 
£ 1 3 -- G I 

JS--09SM 
js . 0ysri 

0902 

0902 


With a primary key that is designated as unique, you cannot add a record with primary key field entries that 
duplicate the primary key field entries of a record already in the file. The record cannot be added because it does 
not have a unique primary key. Refer to section 7, Changing Master Forms, to change primary key designa¬ 
tions after a file has been created. 
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Secondary Keys 

Secondary keys are optional. The CLIENTS file uses the Z IP CODE and LRST NRMEi fields as 
secondary keys. This allows quick access and displaying of records when a client's last name is entered. 
When the sample letters and mailing labels for the CLIENTS file (shown in the overview) are printed, 
they are arranged by the Z I P C 0 D E field. Because this field is a secondary key for the CLIENTS file, 
no sorting is actually required when this output is produced. 

Designating Keys 

To designate either primary or secondary key fields, press on the C R E R T E F“ 0 R M S screen. This 

special function key only appears after at least one field has been defined on the master form 
and has been pressed. 

Press 12101 



FILE/80 Display 


UNIQUE 


The next screen is used to select keys for your file. To designate the primary key as unique, press j 
With the cursor on the R C C 0 U N T field, can be pressed to select it as a primary key field. Numbers 

are displayed in the key indicators of any fields designated for the primary key. These numbers indicate the 
ordering of the fields—up to four can be designated. Depending on the order of fields in the primary key, a Q, 
g.g. or Q is displayed. 
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Press 


UNIQUE PRIMARY ACCEPT 



FILE/80 Display 

To select keys, just move the cursor over the desired field by pressing ( END LINE] or (SHIFT] ( END LINE 1 . 
Then designate the keys for your file by pressing the appropriate special function key: 

Press this key to add the field the cursor is currently over to the list of primary key fields 
displayed in the title/feedback window. 


SECOND 


I Press this key to designate the field the cursor is over as a secondary key. Secondary key fields 
are identified by an @ in the key indicator unless the field is designated as a primary key. 


U2JU Press this key to clear primary or secondary key fields. The location of the cursor determines 
the field that keys are removed from. If the field cleared is a primary key, the order of the remaining 
primary keys is shown in the title/feedback window. 


UNIQUE 


I Press this key to designate the primary key as unique or non-unique. The designation displayed 
in the title/feedback window when is pressed will be used for your file. 


y[^2iUUlJ primary and secondary key fields indicated for your file. The 

ii: RE Fite f'orms screen is then displayed. 


After designating your primary and secondary key fields, press . When the C R Ei R T E F 0 R M S 

screen is displayed, note the [LMSIJ special function key. 
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File Size 

The last step in creating a master form is entering the number of records needed for your application. This 
is the maximum number of records you’ll be able to add to the file after it is stored on disc. It is 
recommended that you overestimate the size of your file by at least 10 percent. FILE/80 does let you 
change the size of a file after it has been stored on disc, however. So if you anticipate a file being at all 
dynamic, it is recommended that you not use the disc(s) it is stored on for any other files. The maximum 
file size that can be entered is 65,000 records. 

To enter the file size, you must first press QQQJ on the CF<ERTE F OFRIS screen. Before pressing 
QJjQg , verify that all the discs for storing the created file are in drives on-line. When gjjjjg is pressed, 
the following screen is displayed. To enter a file size of 33 records, press the following keys: 

Press CD® (END LINE) 



FlLE/80 Display 


After the file size has been entered, FILE/80 displays a tentative arrangement of necessary disc files 
(shown on the next screen). Before files are stored, FILE/80 automatically packs the discs that files are to 
be stored on. If the disc space on-line is not sufficient for storing the needed files, a message is displayed 
giving the maximum records that can be stored. 

To reduce the size of files needed for an application, several steps can be taken. The maximum number of 
records can be reduced. The [ SPACE BAR ) , [ ipA& 1 , (3 , and (3 keys can be used to change the number. By 
pressing , you can remove fields from the master form. Or, you can press execute 

mass storage commands—you could purge unneeded files or initialize another disc, for example. Refer to 
section 8 for more information. 

The files shown on the next screen are needed to support your application and should not be tampered 
with. All of these disc files need to be on-line whenever accessing your file. Press on this screen 

to store the master form on disc. 
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Press 



You can press if you don’t like the arrangement of files shown or want to change the file size. The 

screen with the prompt to enter the file size is displayed. An explanation of the files on this screen is 

presented in section 9. With large files, the last files (ending with . 1, ...) are stored on several 

volumes. These files are used for storing the entries you make on file records. 

After all the files are stored on disc, this screen is displayed. You can press to end the session and 

return your HP-86/87 to calculator mode. The use of the F" I L L /::::: k) screen is covered in remaining 
sections of this manual. 

Press r«nri 



amnmni soiEBsisii □ 


FILE/80 Display 
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Character Length Equivalents 


Field Type 

Conditions 

Character Equivalents 
(Bytes) 

AUTO DATE 

— 

6, fixed. 

CHARACTER 

APPEARANCE not pressed. 

Same as field length. 

APPEARANCE pressed. 

Number of Js + Js. 


DATE 

— 

6, fixed. 

CURRENCY 

Length entered: 



3 

2 


4 

2 


5 

3 


6 

3 


7 

4 


8 

4 


9 

4 


10 

5 


11 

5 


12 

6 

FLOAT 

— 

8, fixed. 

INTEGER 

Length entered: 



1 

1 


2 

1 


3 

2 


4 

2 


5 

3 


6 

3 


7 

4 


8 

4 


9 

4 


10 

5 


11 

5 


12 

6 






CLIENTS Master Form Entries 

The following fields and text are present on the CLIENTS master form, stored on the FILE/80 
Demonstration Disc. You can make these entries on your own SAMPLE master form. The primary and 
secondary keys, as well as the file size are also indicated. 
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The following listing of fields is printed when 


DUMP RLL 


is pressed on the U U T F' U T screen when the 


CLIENTS file is being accessed. 




Masttsr Form Summary -fors CLIENTS 




Current Number of 

Recss 30 

Maximum Numbe»r of 

Rec s 1 ! 

3 

KEY 

FIELD NAME 

TYPE 

L E NG TH/APPEARANCE 

LINE 

COL. 

2S 

ACCOUNT 

Formatted 

CC-NNCC 

1 

3 


PHONE 

Formatted 

(NNN) NNN-NNNN 

1 

59 


LAST MODIFIED ON 

Autodate 

6 characters 

9 

3 

S 

LAST NAME 

Character 

15 characters 

1 1 

3 


FIRST NAME 

Character 

15 characters 

13 

3 


MIDDLE INITIAL 

Character 

1 character 

15 

3 


COMPANY 

Character 

30 characters 

17 

3 


ADDRESS 1 

Character 

‘30 c h a r' a c t er s 

19 

3 


ADDRESS 2 

Character 

30 char ac t er b 

21 

3 


crrv/sTATE 

Character- 

30 characters 

23 

3 

S 

IIP CODE 

Formatted 

NNNNN 

25 

3 


ACCOUNT REP 

Character 

10 characters 

28 

3 


HOURS LOGGED 

Integer 

3 digits 

30 

3 


LAST CONTACTED 

Date 

8 characters 

32 

3 

3 

PROJECT 

Formatted 

NNNN 

34 

3 

.1 

CLASSIFICATION 

Formatted 

NN~CC 

Zh 

3 


CONSULTING REQLUREMENTS 

Character 

42 characters 

39 

3 


PROFI TABILI TV INDE X 

Float 

8 digits 

41 

3 


PROJECT FROM 

Date 

S characters 

45 

3 


TO 

Date 

8 characters 

45 

27 


TOTAL HOURS ALLOTTED 

Integer 

6 digits 

47 

3 


CLIENT SINCE 

Date 

8 characters 

49 

3 


TOTAL AMOUNT PAST DUE 

Currency 

10 d i q i t s 

52 

3 


YTD BUSINESS VOLUME 

Currency 

12 digits 

52 

43 


AMOUNT PAID THIS MONTH 

Currency 

1 0 d i g i t '£• 

54 

3 


YTD CONSULTING HOURS 

Integer 

9 digits 

54 

43 


RATE SCHEDULE 1 

Currency 

5 digits 

57 

3 


HOURS THIS MONTH .1 

Integer 

3 digits 

57 

43 


RATE SCHEDULE 2 

Currency 

5 digits 

59 

3 


HOURS THIS MONTH 2 

Integer 

3 digits 

59 

43 
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The text entries on the CLIENTS master form are listed with the position of the leftmost character: 


Text 

CHflHEY, MfiNN, RHD HILL 
C o n s u 11 i n g E n g i n e e r s 
CLIENT QUICK REFERENCE FILE 
MONTHLY 

1, Subtract TOTHL AMOUNT PAST DUE from YTD BUSINESS 
VOLUME. 

2 , D i V i d e d i f fere ri c e o b t a i n e d b y Y T [ J B U SIN E B S 
VOLUME. 


Line Col. 

2 30 

3 31 

5 27 

30 22 

42 3 

43 3 
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FILI 

PRO< 

DIS 

c 

E/80 

GRAM 

;c#i 

> 





FILE/80 



1 

r. 1 1 


O 


CREATE FORMS 


QUERY 

i 


ADD 


TABS DEFAULTS 

j 


SEARCH UPDATE DELETE SET TAB CLEAR CLEAR 

i 


CLEAR COUNT CALC BATCH FORM 1 FORM 2 



I- 

ffi- 

B- 


LO BOUND 


HI BOUND 


u 


u 


QUERY Diagram 























Section 3 

Accessing Your Records 


Introduction 

In this section, the use of the Q U E R Y screen is covered. This screen is used to access individual records in 
your file and to add, update, or delete records. Before records can be changed, you access them with the 
S El FI R C H screen. 

FILE/80 offers a choice of several methods for retrieving records in your file. In each case you supply data 
in fields of the master form and then access records with similar information. You can retrieve single 
records or groups of records for updating or displaying on the screen. 

Note: The examples in this section require the use of FILE/80 Program Disc #1 and the FILE/80 
Demonstration Disc. 

WARNING 

It can be necessary to change the program media (flexible discs) while the FILE/80 program is running. 
FILE/80 will prompt you whenever a media change is required. DO NOT CHANGE MEDIA WITHOUT 
BEING INSTRUCTED TO DO SO. Changing media, opening disc drive doors, or turning a disc drive off 
without being prompted to can result in corruption of your files and possible loss of data. Pressing 
( RESET) twice while the program is running can have the same consequences. 

Not all the program segments stored on the FILE/80 Program Discs are loaded into your HP-86/87 
simultaneously. When the FILE/80 program is running, different program segments are automatically 
loaded when they are needed. When this occurs, a message is displayed on the screen explaining that 
the system is busy. Wait until the loading process is finished. If the FILE/80 Program Disc containing 
the needed segment is not on-line, then a message instructs you to insert a specific FILE/80 Program 
Disc by its number (1,2, 3, or 4). The name of the program segment is also provided. 



File Access 

To access a file already stored on disc, load the FILE/80 program according to these instructions: 

a. Connect disc drives to your computer in the proper manner, 

b. Apply power to all devices connected to your computer. 

c. Turn your computer on. 


d. Insert FILE/80 Program Disc #1 into the default MSUS of ! D700 and the FILE/80 
Demonstration Disc into MSUS i D 7 0 1 . Make sure the disc drive doors are closed. 
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e. Enter the following command and press f END LINE) . 


f. 


g- 


LOHD "FILE./80" 

Press the [RUN] key. 


When the WELCOME TO FILE 


8 0 message appears, press 


OLD FILE 


File Name and Password 


After pressing [jQDBlll » FILE/80 asks you for the name of your file. If you’re accessing the file 
CLIENTS, for example, simply enter the file name CLIENTS and press ! END LINE) . 


FILE/80 now checks to see that a disc file with the characters R appended to the file name you entered 
is in a drive connected to your HP-86/87. If this file isn’t on-line, the following message will be displayed: 

ENTER THE MS US OF THE DISC WHERE CLIENTS.....R 
IS LOCRTED 

If your file has a password, you are requested to enter it. To access the CLIENTS file, the password is HP. 
Press [ END LINE] after entering the password. 

After your file has been accessed, FILE/80 requests the current date. Enter it and press ( END LINE] . 


Verifying Peripherals 

After the current date has been entered, FILE/80 displays the following screen. Check the printer address and 
each MSUS to verify the data is correct. The MSUS of each drive where the FILE/80 program discs and your 
file discs are located need to be included. If the data is correct and complete, press 


ACCEPT 


Press [IgQggj 



FILE/80 Display 
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If the data is not correct, you can change the printer address or update the MSUS table. 


• Press to remove incorrect MSUSs from the table. When pressed, FILE/80 prompts you for the 

MSUS you wish to remove. Enter the digits on the screen and press (END LINE) . 

• To add an MSUS to the table, press FILE/80 prompts you to enter the digits of the new MSUS, 

Enter them and press ( END LINE) . 


• Press [mS 


3 to change the printer address. When the prompt appears, enter the correct address and 


press (END LINE) . 

When the data is complete and correct, press 


After is pressed, the following screen is displayed. This screen enables you to add records to or 

retrieve records from your file. After they are displayed, records already in your file can be updated or 
deleted. 


** FILE/80 tt 


Please select a special function key. 


• 


ammom amninni ai 


ai 


FILE/80 Display 


The following special function keys can be used when accessing your file records: 
gJQSS Press this key to add or retrieve records in your file. 

Press this key to set or clear tab stops on fields of the master form. 


Press this key to automatically enter values into blank fields on records that are being 
added to your file. 


Press this key to exit the FILE/80 program. 

|T[n?T| Press this key to access another file—the screen with the and [njQMMfMl special 

function keys is displayed. 
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Adding Records 

Records are added to your file with the ii D D screen. To display this screen, press giggj . When the 
U U h K V screen is displayed, press [mj . This screen is displayed: 



CLIENT QUICK REFERENCE FILE 



LAST MODIFIED ON_^«EE 
LRST 

FIRST N R M E ^ 

MIDDLE INITIRL_iii 
COMPRNY.i 

□■SSISm 9ESSSSS I9KI333H SKBH339 


FlLE/80 Display 

The following special function keys provide features to help you add records both easily and accurately 
After m^2Uy|U is pressed, the llUbK Y screen is displayed. You can press 
you just added. 


CLEH 


.U 


_^ Press this key to “blank ouP' all the fields on the file record you are adding. Information is 

removed from all fields except those that are autodate. 


Press this key to check the number of records currently in your file. This is the number of 
records out of the maximum available that are being used to store file records. 


gjjjg Press this key to perform calculations on numbers you enter in numeric fields. This key is 
only displayed when the cursor is over a numeric field. Instructions for doing these calculations are 
provided shortly. 


BHTC^ 


Press this key to add another record to your file. The record currently on the screen is stored 
in your file and then a blank form is provided so another record can be added. Instructions for 
adding multiple records follow. 


u 


ggijgi Press this key to throw away any information you just entered in the record currently 
displayed on the HIJ lj screen. The Q U E R Y screen is then displayed. 


gggHjy Press this key to add the form currently displayed in the information window to your file. 
The U U i::. R. Y screen is then displayed. 
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To add a record, you just enter information in the fields on the blank copy of the master form. After you 
enter the information in each field, press [ END LINE) . You can’t move the cursor off a field until valid 
information has been entered in it. Only the digits 0 through 9 and blanks can be entered into numeric 
positions of the formatted character fields, for example. 

To enter information into different fields you can press ( END LINE] to move the cursor to the correct field. 


Information is entered into whichever field the cursor is over. If you have set up tabs, you can use [ CONT] 
^ to move the cursor to the next tab field. By holding down ( SHIFT ) and pressing either ( CONT ) or [END LINE) , 


the cursor is moved in the opposite direction. 


After entering information in the fields of the form, press gl^dlSUllll record on the screen to your file. 

If you have specified a unique primary key and the primary key fields on the form match those of a record 
already in your file, a message is displayed. In this case you must change the primary key fields so they are 
unique before a record can be added to your file. 


Note: You cannot position the cursor over any autodate type fields. This is because autodate fields are 
automatically updated by FILE/80 whenever a record is added or modified. When you add a record, the 
date entered at the beginning of the session is automatically entered in any autodate fields. 


Instructions for Using CALC 

The gUQ special function key allows you to use your HP-86/87 like a calculator when the cursor is over 
a numeric field. Addition, subtraction, multiplication, and division operations can be performed. 


a. 

b. 


Position the cursor over the numeric field you want the final result in. This can be done with 
(END LINE). 


Enter the first number of the calculation in the field. Do not press [ END LINE] . If necessary, use [ ipA& 1 
for editing this entry. 



Press 

FILE/80 requests you to enter an operator. Press Q, C3 j © > or ©. The operator you enter appears 
where the search/sort indicator is usually displayed. 


e. After you have entered the operator, FILE/80 requests you to enter the second number of the 

calculation. Enter this number from your keyboard. It replaces the first number you entered. You 
can use [ 1 to edit the entry. 

f. Press ©. FILE/80 displays the result of the calculation in the field. 

g. To enter the number into the field, press (END LINE] . 
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How to Use BATCH 


The special function key is pressed to add several records to your file. After you enter information 

into fields on the form, press [jJljHJ to add the record to your file. FILE/80 adds the record to your file 
and presents another blank form on the Fi D [J screen. 


c. 

d. 

e. 

f. 

g- 

h. 


a. Press on the F‘ I LIE..■•■80 screen. 

b. Press gjig on the QUEFlY screen. 

Make entries on the blank form displayed in the information window of the H Li IJ screen. 


Press 


. The record you entered in step c is added to your file. 


FILE/80 displays a blank form in the information window of the i-i U \J screen. 

Repeat steps c through d until all but one of the records being added to your file have been entered. 
Enter the data for the last record. 

Press . FILE/80 displays the Q U iE IE Y screen. 


Entering Information Into Fields 

Character Fields 

When you respond to prompts in the title/feedback window, you are making character type 
entries. Mistakes can be corrected by pressing [ SPACE BAR ~). ( ] , Q , or Q • When you enter 

information into character type fields on a form, the same keys can be used to correct entries. 
Always check to see if the entry is what you intended before pressing [ END LINE] . The same 
procedure should be used with date fields. 

Numeric Fields 

Entering digits into integer, currency, or float fields works differently. When the cursor is over a 
numeric field, it remains over the digit on the right end of the field. Also, [ s^p) is the only key 
that can be used to correct digits entered into numeric fields. When you press (s^f^cE ] , all the digits 
to the left of the cursor move one space to the right. If the first digit entered in a numeric field is 
wrong, the entire number must be “backed out” of the field so that the first digit is under the 
cursor, where it can be corrected. Always check numeric entries before pressing [ END LINE) . 


Setting Defaults 

Defaults are entered to make the addition of multiple records with identical information in some fields 
easier. If you set defaults, whenever you press to add a record, the last values entered on the 
ULr HUL i o screen are automatically entered into the fields of the form on the liUiJ screen. To enter 
defaults for adding records, press IjMjfOAig on the F- I L E / 8 0 screen. This screen is displayed: 
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FILE/80 Display 


To enter a default value, move the cursor over the desired field by pressing f END LINE) and enter the value 
you want. Defaults can be entered into any fields except autodate type fields. The following special 
function keys can be used. 

mjjjj Press this key to reset all the fields on the default form to blanks or zeros. 

Press this key to set the defaults currently entered on the form. 

When all the default values have been entered, press [lomiij. The FILE/80 screen you pressed 
jmmjjjgon is displayed. When you add a record, the defaults you just set are automatically entered 
into the fields of the form on the HIJ U screen. 

Setting Tabs 

Tabs can be set on up to 10 fields on the master form. When tabs have been set, you can move the cursor to 
tab fields by pressing [CONTl or [ SHIFT 1 [ CONT] , The use of tabs is optional. Tabs are provided as a 
convenience when adding, retrieving, or modifying records in your file. Once a tab has been set, FILE/80 
programs the cursor to only stop at fields you select with the function key when ( CONT) 

is pressed. 
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You can tab forwards by pressing [ CONT] , or tab backwards by holding down (SHIFT ) while pressing 
(CONT ] . If the field you're tabbing to is not currently displayed in the information window, the form 
displayed is scrolled so it becomes visible. Regardless of the order you set them in, the cursor moves to tab 
fields from left to right and top to bottom on the master form when ( CONT ] is pressed. 


To set tabs, press the 


TABS 


special function key on the FILE / 8 0 screen. The following screen is displayed. 


To set tabs you use ( END LINE) or (SHIFT)(END LINE) to move the cursor over the field you want a tab stop for 
and press 


SET TAB 



FILE/80 Display 


These special function keys are provided: 


Press this key to designate the Reid the cursor is on as a tab stop. Once a Reid has been 
selected as a tab stop, the field name is displayed with inverse video on the T H13 S screen. 


Press this key to remove a tab stop that might be set for the field the cursor is over. If a Reid 
is not a tab stop, the Reid name is only displayed with inverse video when the cursor is placed on it. 


[Qmgj Press 


nccrPT 


when all the tab stops entered on the form are set correctly. 


Before pressing , you can press [ CONT ) to tab to the next field designated as a tab stop on the 

blank form. Hold down ( SHIFT) and press [ COlfsif ] to move the cursor to a previous tab stop. 


After gUltHyl is pressed, the F I L E 8 0 screen is displayed. If you retrieve a record from your file or add a 
record, you can press ( CONT ) or ( SHIFT) (CONT ) to move the cursor to tab fields on the file record. 
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These four fields of the CLIENTS file, stored on the FILE/80 Demonstration Disc, are designated as tab 
stops: 

• RCCOUNT 

• H 0 U R S L 0 G G E 0 

• PROJECT 

• YTD BUSINESS UOLUHE 

These fields are located on lines 1,30,34, and 52, respectively, of the CLIENTS master form. 


Record Access 


To access records already stored in your file, press the special function key on the F* I LE/8@ 

screen. This QUERY screen is shown. To access individual records in your file, you press the 
special function key: 




Press 



FILE/80 Display 


After you locate individual file records with the SEfiRCH screen, they are displayed on the QUERY screen. 
Whenever an actual file record is displayed on this screen, you can press ( LIST ] to print a copy of it. If more 
than one record is located with the S ERR C H screen, pressing (P LSI ) prints copies of all records satisfying the 
search. 


Before any records have been located, the Q mi , iaSBB B [Q, and special function 

keys are not displayed on the QUERY screen. The information window is blank since no records have been 
retrieved from your file. The ( LIST ) and { P LST ) keys are also disabled since no record is in the information 
window. 
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Comparison of Field Entries 
Unformatted Character Fields 

When records are located in a file, groups of records that satisfy certain conditions are often 
retrieved. If you are comparing information in unformatted character type fields, the following 
rules are used: 

• The digits 0 to 9 are considered ‘‘less” than the characters A to Z. 

• Differences in capitalization are not recognized. 

• Multiple blanks between words are treated as a single blank. 

• Leading and trailing blanks are not observed. 

Formatted Character Fields 

• The digits 0 to 9 are considered “less” than the characters A to Z. 

• Differences in capitalization are not recognized. 

• All blanks are considered significant. 

Numeric Fields 

When numeric entries are compared with integer, currency, or float fields, the value of the field is 
compared. 

Date Fields 

Earlier dates are considered less than more recent dates. 






Locating File Records 

The b El M K U H screen is used to locate records in your file. There are many ways to retrieve specific 
records and display them in the information window. The S Ei Fl F:I C H screen is shown below. This is the 
screen displayed when is pressed on the Q U E R V screen. 
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With this screen and the special function keys it provides, you can specify up to 10 search conditions. This 
is done by entering information in fields on the form displayed and pressing different combinations of 
special function keys. The special function keys and jgUJgj provide their own special 

function windows. 

The entries you make on the form determine which records FILE/80 locates in your file and displays in 
your information window. If you don't make any entries on the form and press , every file record 

becomes available. These records are ordered by the primary key fields. For the CLIENTS file, this is the 
same order of records in the PROJECT SUMMARY REPORT. When is pressed on the 

S £ fi F? C H screen, this Q U E f^! Y screen is displayed. 
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FILE/80 Display 



Only the H23Hi!il3S special function key is not displayed at first. When you press jjjggg , FILE/80 
searches to see if any other records match the conditions you specified. If there is another match, the next 
record is displayed and the special function key appears. If no search conditions were 

originally entered, then the next record in the file (according to the primary key) is displayed. The 
iJlJllnia and niaiB^Mai special function keys are explained later in this section. 


Finding Records With Relation 

Any information can be entered on the form displayed in the information window of the oLHKUri 
screen. This information can be complete, or it can be just part of the entry on the file record you are 
trying to locate. For example, you can locate all records in the CLIENTS file with an amount of $100.00 or 
greater in the fU 1 HL FlMOUl’-IT F’FiS T DUE field. First press [ CONT ) three times and then press 

f\ M 0 i,J r-l T' F-' : 


f SHIFT 1 ( END LINE ] to position the cursor over the f U 1 H L 
cursor is over this field, enter the number 100.00 and press 


iJUl:::. field. When the 


RELRTT 
























2, Divide difference obtained by YTD BUSINESS UOLUME. 
PROJECT 

TOTBL HOURS RLLOTTED.i HHBl 
CLIENT SlNCE.^^fll■ 


TOTAL AMOUNT PAST DUE. 


YTD BUSINESS UOLUME-.^^: 


AMOUNT PAID THIS MONTH. 


YTD CONSULTING HOURS.i^^ 


RATE SCHEDULE 


HOURS THIS MONTH X 


RATE SCHEDULE 


HOURS THIS MONTH 2^^m 
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The original set of b I:::. H h! U H special function keys is displayed after you press ^. Press Qj^ymgto 
locate any records in the CLIENTS file with an amount of $100.00 or greater in the 
r 0 T Fi L Fl M i’J LJ hi T F’’ Fi S T D U I:’ field. Next, FILE/80 displays messages in the title/feedback window 
indicating that a search is underway. An nniTQ3| key is provided in the special function window for the 
duration of the search. It can be pressed to discontinue a search. 


If there are any records matching the condition you specified, the first one is displayed in the information 
window. For the CLIENTS file this record is displayed. The entry in the T0TFU-. F'lMOUNT F”‘F1ST 
DUE field is $135.00 



To see if any other records satisfy the conditions specified for the search, press . Another search 

occurs. If you press QQjQSP while a search is underway, the SEFiFlUii screen is displayed. You can 
change the conditions of the search and restart it by pressing [inimiiii , or press . For example, 

the entry in the TO 1 ML HMuUN T FM-T5 T DUE field could be changed to $50.00. If is 

pressed, another search begins. When no records match the conditions of the search, a message is 
displayed in the title/feedback window of the SEFlFU’-U screen. If you do not wish to enter any other 
search conditions, you can press IQQQj to display the Q U E h! 'i screen. 
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Use of INCL 


FILE/80 lets you retrieve records with a particular sequence of characters or digits in character fields 
(formatted or unformatted) with the special function key. To search for records that contain the 

character sequence CONCRETE in the C 0 N S U L T 1 N U h! L U U 1 lx I:::. II i:::. I - I \ o field of the CLIENTS file, 
you first press the gjSSSS special function key on the Q U EE R Y screen. This S EE ii Rl C H screen is 
displayed. To move the cursor over the C G H S U L T I N G R E:. Q U 1 h! 1:::. I‘11:::. N E o field, you can press ( CONT) 


twice and then press ( END LINE) twice. Next, enter the characters CONCRETE and press 


RFl RTTO 


Press 


© O CED © ® CD d) d) 


RELRTI 





FILE/80 Display 

When the special function window changes, press * Then press the After the search 

is completed, the special function key can be pressed to display each record that has the character 

sequence CONCRETE in the C 0 H S U L ! I H G h! EE Q U I R E M E H T S field. You can retrieve records for 
projects with these entries from the CLIENTS file: 


Project 

Consulting Requirements 

1202 

Design of Reinforced Concrete Beams 

0206 

Concrete Foundations 

0207 

Stress Analysis of Flat Concrete Slabs 

1701 

Structure for Reinforced Concrete Dock 

1201 

Stress Tests in Reinforced Concrete Struct. 

0902 

Concrete Fountain 

0401 

Concrete foundation for greenhouse 
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Multiple Search Conditions 

You can enter information into any of the fields on the '6 El H K U H screen to specify search conditions. The 
more entries you make on the screen, the more specific your search becomes. That is, fewer records are 
likely to satisfy it. When you enter search conditions into the fields on the bbHkL-H screen and 
press , only records in your file satisfying all of the conditions entered are retrieved. 


After pressing on the QUEF! Y screen, you can enter multiple search conditions into the blank 

form displayed on the 'o h. H k U H screen. For example, records in the CLIENTS file can be retrieved when 
the entry in the H U U h! *6 L U L.:« I:::. \J field is over 10 and the entry in the L H -r.* 1 L- U H 1 H L I E::. IJ field is 
later than 06/30/82. 


To specify the first condition, enter the number 10 in the HuUko LUbbblJ field and 
press [Njjjmjjj . Then press the g special function key. Before entering this number, you must first 
place the cursor over the H U U R b L U b b E: U field. This field is on line 30 of the CLIENTS master form. 
You can press ( CONT ) once to position the cursor over this field. This is because the H U U k LIJ b b E::. U 
field on this master form is a tab stop. 


To specify the second condition, press ( END LINE J to move the cursor to the next field on the CLIENTS 
master form, the Liib T bU N ] HU f 1:::. IJ field. Enter the date 06/30/82 and press • Fi^^ss the 

Q special function key. To start the search, press following screen shows how your display 

should look after [USSSQ is pressed: 

Press gmHQ 



FILE/80 Display 
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After you press I2SIBI» searches for a record matching your search conditions. The first 

record retrieved is for client John Stark. The entry in the H 0 U R S L 0 G G E D field is 35 hours. The entry 
in the L R S T C 0 HIR C T E D field is 07/14/82. 


If you press [jQJQj , another record is retrieved (if present) that matches your search conditions. For the 
CLIENTS file^ the record for client John Marks is retrieved. The H 0 U R S L 0 G G E D field shows 52. The 
L R S T C 0 H T R C T E D field displays the date 07/28/82. 

These are the records retrieved by entering the previous search conditions and then pressing QQj : 


Last Name 

Hours Logged 

Last Contacted 


Stark 

35 

07/14/82 


Marks 

52 

07/28/82 


Berry 

25 

07/24/82 


Goodman 

35 

07/29/82 

2203 


Note: When the QUEFlY screen is displayed, [ CONT ) can be pressed to display four 15-line 
segments of the file record being accessed. 


Finding Records With Range 


If you're looking for a particular group of records, range searches can be helpful. You enter the lowest and 
highest “bounds" as entries in a field after pressing . This is different than searches with 

JJ where you make the entry in the field before pressing special function keys. 


REL BTIO 


To display the ERR C H screen, press 


SFHRCI 


on the U U E K Y screen. When the b E: H R L- H screen is 


displayed, press [ END LINE ) to position the cursor over the field you want to specify low and high bounds 
for. Next, press I 


RRNGF 


For example, you might want to look at records that have a balance of $4,000 to $10,000 for the YTD 
BUb I NLbb y ULUME FIELD. First you need to display the bERRUH screen. Next, tab the cursor 
to the Y T Li b U b I H L b S W U L U M E field by pressing f CONT 1 three times. When the cursor is over this 
field, press glQgl . Then press these keys: 
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Press 




IT noiiN 


IQD®®®®®® iisaSMl 



FILE/80 Display 


Note the IB characters in the search/sort indicators of the YID B U S I N E S S U 0 L U M E. field. These 
appear after [jmygQQQ is pressed and indicate that a range has been selected for the field. Before 
gmigj is pressed, you can press yjJjQQIQIQ or to display the bounds entered for the Y T D 

BUSINESS UOL LI ME field. 


After [SOSSSU pressed, the search starts. Any records in your file that have a value between $4,000.00 
and $10,000.00 in the Y I I.J B U 3 I H E: S S U 0 L U M E field are made available to you. If more than one 
record matches these conditions, you can press to display the records on the Q U E: R Y screen. 

Finding Records With 7ANY CHR 


The mOQOmjJJ key can be used to locate file records by field entries when you aren’t sure of exactly what 
the spelling is. Also, groups of dates can be conveniently retrieved. You press QUJQQlJg for any missing 
character. The field type must be date, autodate, or character. When you press , a question 

mark is entered into whatever field the cursor is on. These question marks are interpreted on a character- 
by-character basis when records are retrieved. You can use this key with QQm| or Q for relation searches. 


?nNY CH 


makes it easy to selectively retrieve records by month, day, or year. This feature is a real 
convenience when you want to review, for instance, the records of each project started during a speciHc 
month. To review the projects started in June, press SJjTOTI and position the cursor over the 
P F*:; U J E U I F•• \'< U M field. This field has a MM/DD/YY format. You can press [ CONT ] two times and then 


press ( END LINE ] four times to position the cursor over this field. Next, press these keys: 
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Press ©CD g|[2jgQ2g D© 



FILE/80 Display 


File records with 0 6 and 8 2 in the month and year positions, respectively, of the F*’ F:! 0 J t. il* T F" R 0 M 
field are retrieved. When SSESMS Pi’essed, the first record matching these conditions (in primary key 
order) is displayed in the information window of the QUEF:!Y screen. You can examine this record by 
pressing ( CONT ] or holding down ( SHIFT) and pressing [ ROLL ) . Press other projects 

were started in June of 1982. Records for the following projects can be displayed: 


Project 

Project From 

0206 

0207 

1204 

06/01/82 

06/01/82 

06/06/82 


If no projects had been started in June, an appropriate message appears in the title/feedback window. 
Should this be the case, the form you entered the search conditions on is displayed with the 81 Fi h! U F^ 
screen. You can then enter conditions for a second search. 

To review the previous month, modify the month to 05 and press . FILE/80 initiates a search 

for any projects started in May. Or, you can press to display the UUbl-:! Y screen with the gjig , 

, and special function keys. Press [ijijjg df you*re finished using the U U b. R Y screen. The 

F”ILEL-“80 screen is displayed. You can press mjja a second time to access another file or 
press to return your computer to calculator mode. 
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Finding Records With ^MATCH 

You can enter search conditions with when the ending letters, digits, or other characters in a 

field of a record you wish to display are unknown. The special function key is only displayed 

when the cursor is on character fields (formatted or unformatted). 


First you enter the starting characters in a field on the S E li R C H screen. To do this, just move the cursor 
to the field you want to locate the record with. Next, enter the particular combination of characters the 
record you want to locate starts with. Then press • FILE/80 places an asterisk in the field. Any 

other search conditions can now be specified on the form. Finally, press gggggj . A message in the 
title/feedback window indicates that a search is in progress. If a record is found matching your search 
conditions, it is displayed on the Q U E F: 't' screen. 


Locating records with QQUQJ is easy. The keys you need to press to locate the records of companies 
with zip codes that start with 91 are shown on this .«!. H screen. To display this screen you press 
. To move the cursor over the Z I F‘ C 0 D E field, you can press [ CQNT ) and then press ( SHIFT ] 
(END LINE ] two times. This screen shows what your HP'86/87 display should look like after 
pressed. 


xnnic 


I is 


Press 


®GD 


^MRTC 





FILE/80 Display 
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For each of the records retrieved, the entry in the Z I F' C 0 D E field starts with 91: 


Company 

City/State 

Zip Code 

Irrigation Consultants, Inc. 

San Fernando, California 

91343 

Solar Planners Unlimited 

Van Nuys, California 

91403 

Marks Swimming Pool Supplies 

North Hollywood, California 

91601 

Stark Medical Associates, P.C. 

Los Angeles, California 

91607 


Note: Several companies in the CLIENTS file have more than one project with CHANEY, MANN, and 
HILL. Therefore, you can retrieve several records with the same entries in the UUMHHHY, 

C I T Y S TFi TE, and Z I F-‘ C 0 D E fields when pressing [JgQQ or H252SISS • 

Alternate Search Conditions 

Pressing [JlJgiE lets you specify an alternate set of search conditions for locating a record. This means 
you can use two different forms on the SEFii^CH screen to enter the conditions of a search. Records 
satisfying either or both of the conditions are retrieved. A total of 10 search conditions can be specified. 

First, specify one set of conditions on the form displayed in your information window. You can include 
any of the options described in this section. Then, press [2Sl2iiE • ^ blank form is displayed and the 
special function key changes to . You can enter a second set of search conditions on 

this blank form. 

When you press » FILE/80 searches for records that satisfy the conditions on one form or the 

other. You could have obtained the same records with two separate searches. However, when 
used you can look at the records satisfying either condition together, by pressing srai or [IgggSIg 
It is also possible to specify two different search conditions for a single field. 

You have the option of displaying the first form you entered conditions on by pressing 
you press [MUNMn , FILE/80 displays the original form. The special function key [JjJQilB reappears 
where used to be. You can make any changes to the first form, or display the second form by 

pressing again. 

When both forms have the proper search conditions, press . You can press ggJQgj when either 

the first or second form is displayed—it makes no difference in the search. You can use 
the rgmininj, [N|T?M| , special function keys with ^ . Or, 

you can simply enter information into fields on both forms to retrieve records equal to entries made on 
either or both of the two forms. 

Here’s an example of combining two searches in one by pressing [jfjgjjym with the CLIENTS file. 
Records with over 40 in the HOUFiS LOGGED field or records with a date later than 07/25/82 in the 
LFlST COHTF^GTED field are retrieved. After the search, you can press and 
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display all the records that satisfy these conditions in the CLIENTS file. The following steps enable you 
to retrieve these records from the FILE/80 Demonstration Disc. 


a. 

b. 

c. 

d. 

e. 

f. 

g- 

h. 

i. 
j* 


Press 


SEflRC 


J to clear any previous search conditions. 


RELHTIO 


EORM 1 


Move the cursor over the H (J iJ R S L.. U G L U field by pressing [ CONT) . 
Enter the number 40 in the H 0 U R S L 0 G G E D field and press 
Press g. 

Press . This special function key should now be 

Press (^D LINE ) to move the cursor over the LFi G T G U hi T*f-i G i b. U field. 
Enter the date 07/25/82 into the L Fi S f C 0 N T Fi C I E D field. 

Press 
Press 


RELflTIO 


Press (jjjmijU 


The following records satisfy either or both of the conditions just entered. 


Last Name 

Hours Logged 

Last Contacted 

Project 

Marr 

4 

07/30/82 

1101 

Marks 

52 

07/28/82 

0801 

Robinson 

42 

06/12/82 

1203 

Goodman 

35 

07/29/82 

2203 

Brady 

2 

08/01/82 

0403 

Johns 

9 

07/29/82 

0306 


Updating File Records 


The JgmUII special function key is on the Q U E F:; Y screen. When you want to modify a record already in 
your file—to change the information in some of its fields, you first locate the record with a search. When 
the record is displayed on the Q U E R Y screen, press if you wish to modify it. Position the cursor 

over any field you wish to edit. 


The usual keys can be used to change the information in each field. For character fields or date fields you 
can use ( SPACE BAR] , ( s^p a^c^e 1 , (3 » (3 • To edit numeric fields only [ ipA& ] can be used. 

In unformatted character fields, any entries are valid. But for numeric positions in formatted character or 
date type fields, only the digits 0 through 9 and the blank character are allowed. Numeric fields can only 
contain numbers that are valid for the specific field type. 


Note: You cannot modify autodate type fields. The date you enter at the beginning of a session is 
placed into these fields automatically on records displayed in the information window of the UF'DFlTEi! 


screen. 
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The following special function keys are provided on the U P D H T E: screen: 

Press this key to display the record the way it was before any changes were made. 

Press this key to add, subtract, multiply, or divide numbers. This key only appears when the 
cursor is on numeric fields. Refer to Instructions for Using CALC on page 63 for more 
information. 

Press this key to display another record already stored in your file with the same primary 
key as the record you just updated. Unless your file has a unique primary key and you have “duplicated” 
the primary key of another record, this key is not displayed. 

gmmgjjj Press this key to view the record you just updated after displaying a record already in 
your file with the same primary key. This key is only present after pressing SjSBBSIS • 

Press this key to display the QUERY screen and leave the record on the UPDhTE screen 
unchanged. 

[ggglJlj Press this key to enter all changes made to the record being accessed onto the disc where 
the record is stored. 


To change records in your file, you must first access the records with a search. Any records to be changed 
must be displayed on your HP-86/87 screen. FILE/80 Program Disc #1 and all discs containing the files 
you wish to update must be in disc drives connected to your HP-86/87. Load the FILE/80 program as 
usual. Check to see that a FILE/80 Program Disc is in the default drive and press ( RUN] . Follow the 
procedures at the beginning of this section for accessing a file already stored on disc with lIVinQll. 


If you retrieve a group of records, the[JJJJj and [|g|2|IQg keys can be used to display each record 
satisfying the search conditions. You can examine a group of records this way and then decide which 
ones you want to change. Whenever a record is displayed on the Q U El R t screen, you can update it by 
pressing QQ&OIIl • 

To update the record for project number 1202 in the CLIENTS file, press gQSQ ^ ^ LE/80 

screen. Then press fhe Q U E R Y screen. When the S EAR C H screen is displayed, do the 

following: 

a. Position the cursor over the P R 0 J E C T field. To do this, you can press ( CONT ) twice. 

b. Enter the digits 1202 into the P R U J El C T field by pressing (T) [T) (]o) (T). 


The record for project number 1202 in the CLIENTS file is displayed on the Q U El R Y screen. 
Press to make changes to this record. 
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FILE/80 Display 


f. This UFlJFi i E- screen is displayed. Notice the date entered at the beginning of the session is 
automatically entered into any autodate type fields. In this case, the date 08/12/82 has been 
automatically entered into the L Fi b T i10 D I F” I E D 0 rl field. 



RCCOUHTBiiSa-IH^ PHQNE-lg^» EWa :) 

CHANEY, MANN, AND HILL 
Consulting Engineers 


CLIENT QUICK REFERENCE FILE 

LAST MODIFIED ON.iiEB HE ® 



FILE/80 Display 
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g. Position the cursor over the field you wish to update and make changes as desired. The following 
screen shows the P H 0 H E field has been updated: 



FILE/80 Display 


h. When all the desired changes have been made to the record that was accessed, press on the 

U P D fl T E“ screen. 


i. FILE/80 displays the Q U E R Y screen. The record you just updated is in the information window. 
You can look over the record by pressing ( CONT ] or holding down [SHIFT] and pressing [ ROLL ] . 


k. 

l . 


You can press 


Q or msasm to display other records retrieved by the search or press 


SERRC 


When you are done using the Q U b R V screen, press 


DONF 


.The F I 


0 screen is displayed. 


You can press to return your HP-86/87 to calculator mode or press |iQ2Qj if you want to 

access another file. 
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Unique Primary Key Entries 

When updating a record in your file, it is possible to change the entries in its primary key fields so they 
match another record already stored in your file. This is only allowed in files with a non-unique pri¬ 
mary key. 


In a file with a primary key designated as unique, the following occurs if you should duplicate the 
primary key of another record: 






A message is displayed in the title/feedback window of the UPDRTE screen when you press 


ACCEPT 


The 


SHOW DUP 


special function key is displayed. 


Press 


SHOW DUP 


_I to view the record in your file with the same entries in the primary key fields. This 

record, however, cannot be modified since it is not accessed with the SEARCH screen. The 
special function key alternates with the g|||>J2KSi!iii depending on which record is 
displayed. After noting the duplicate record, you can press to display the record you 

attempted to update. 


If the primary key is designated as unique, the record on your screen cannot be placed in the file until 
its primary key is unique. You have the following options: 


You can change the primary key fields of the record so that it doesn’t match any other records in 


your file. Once the primary key fields are unique, pressing 
the entries currently on the file record. 


ACCEPT 


will update your file with 


You can press 


ABORT 


to leave the file record unchanged. 


Deleting File Records 


Once you have located a record in your file with the S E H R C H screen, it is displayed in the information 
window of the U IJ b. h! Y screen. To delete the record, you press • After this, FILE/80 displays the 

iJ b. L b. ! b. screen. Two special function keys are provided on the D E L E 1 E screen: 


Press this key if you decide the record should not be deleted after pressing 
you press , the y LJ E h! Y screen is displayed. No record is deleted from your file 


DELETF 


■ When 


Press this key to delete or remove the record displayed from your file. However, after you 
SSHSfi file/ 80 gives you another chance to save the record with the [U22(] special 
function key. 


lUNnoi 
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To delete a file record, follow these instructions: 

a. Access your file by pressing SSjJDSQ supplying the file name. After entering the current 
date, verify the MSUSs and press [ujmiu. 

b. Press on the F' I L E 8 0 screen. 

c. Press gJjJggJ on the Q U E R Y screen. 

d. Perform a search by entering information in one or more of the fields on the blank form of the 

E” Fi h! U H screen and pressing You can use any of the special function keys of the 

SE“F^E<CH screen to help you locate the record in your file. If necessary, press QQjQj or 
to display the record you want to delete on the Q U E: R Y screen. 

e. When the record you want to delete is displayed on the Q U E h: Y screen, press QIOMQ • 

f. When FILE/80 displays the D E* L EE T E screen, press . 

g. FILE/80 displays the following QUEr’E<Y screen. You can press JjJJjJi] to retrieve the deleted 
record. 



Use of UNDO 

Before a record is deleted, it must be displayed in the information window of the DELEiTEE 
screen. This gives you an extra level of protection from accidentally deleting a record. After you 
press on the DEELEETE screen, the QUERY screen is displayed. However, the special 

function key usually labeled QjgQQ changes to JgQQ] . 

If you press , the record you just ''deleted” is put back into your file. If gjjjj , SjQQSSI , or 

[JjJJJjare pressed, the record you deleted cannot be retrieved. Also, this record cannot be 
retrieved if you press or [ggmuig and a different record is displayed. 



FILE/80 Display 
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h. Press 


when you are finished accessing records in your file. 


i. The !'■ I L., I:::! 8 0 screen is displayed, 

j. If you are finished using your files, press F 


SEARCH Screen Summary 


The special function keys listed in this summary appear on the 'I ilkCH screen. This screen can be 
accessed by either pressing S3SHS on the Q LJ E R screen or by pressing S3BS8S ^^ ^ 

!“•' E:! C 1! F" i i...-1-i I J. LJ rl ::5 screen. If you press HWgTjWJ on the Q U E K y' screen, any records satisfying the 
search will be made available to you with the yQJSI special function keys. 


When you press on the F-’hilHT bF-‘E:C I F I CFiT I UNS screen, FILE/80 displays the 

b i:::. H I/L iH screen. The r’r:! J. N I bFM:::.C 1 h 1 L.‘H 1 1 U'vVo screen is displayed when you press 
Individual records that satisfy the search are not available to you. They are accessed by FILE/80 when 
reports, letters, or labels are produced. 


In each case, entries are made on a blank master form in the information window of the E Fl F: C hi screen. 
Each entry is a search condition. You can specify up to a total of 10 search conditions on the '.«i i M .Ch! 
screen. When you have specified what records are to be accessed, you press the special function 

key. 


RFinTTO 


2Press this key to specify records with the indicated relation to information entered in any 
field on the master form. The cursor must be over the field when jgJJQQyQQJJ pressed. The special 
function keys listed below are displayed. Records satisfying the conditions you enter are accessed. You 
can specify these conditions for any fields on the master form. 


g Press this key to access all records with an entry equal to what is entered in the field the cursor is 
over. 


^ Press this key to access any records that don’t have the entry in the field the cursor is over. 

g Press this key to access any records with entries greater than what is entered in the field the 
cursor is over. 


gg Press this key to access all records with entries greater than or equal to what is entered in the 
field the cursor is over. 

Q Press this key to access any records with entries less than what is entered in the field the cursor is 
over. 


Impress this key to access all records with entries less than or equal to the entry in the field the 


cursor is over. 
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Press this key to access all records that contain the sequence of characters in the field the 


cursor is over. 


jgj]J2j You can choose upper and lower bounds for specific fields by pressing this special function key. 
First you move the cursor to the field you want to use. Only records falling within the upper and lower 
bounds you specify for this field are accessed. When the cursor is over the field you wish to enter bounds 
for, press [gjjjgj . Prompts for entering lower and upper bounds are displayed in the title/feedback 
window. 

Pressing this special function key clears the range for the field the cursor is over. The 
original S E fi F? C H special function keys are displayed. 

Press this special function key to enter the lower bound of a range. If the higher bound 
has been entered, you can press [IQQJlJQlI display the lower bound. Once the range has been 
entered, this special function key only appears if the upper bound is on the screen. 

[fTBQj2III!II Press this special function key to enter the upper bound of a range. If the lower bound is 
currently displayed, you can press [JIHimjjQT to display the upper bound. 


Press this special function key to specify a single character position for any letter, special 
character, or digit. For each of these positions, FILE/80 enters a question mark in the field. Records are 
accessed regardless of what character appears in these positions of the field. 


QQjQUHi When you want to access all records starting with a certain sequence of characters, you can use 
this special function key. First enter the characters and then press . An asterisk is placed after 

the last character you enter. 


[2Q23Q Pressing this special function key gives you a second master form to enter conditions on for 
accessing records. When pressed, the [UJgQQ special function key label changes to . Records 

satisfying conditions on either form are accessed. 


jJjJSjjDH This special function key is displayed after ^DSlIB pressed. It takes the place 
of while the second form is displayed. Press [WnNMMI to display the original form. 

[mymi Press this special function key to display the QUElRY screen. Any conditions you entered to 
select records with are cleared. - 


llQjlQjll Press this special function key when you are finished entering search conditions. The 
conditions entered on the master form determine which records are accessed. When no conditions are 
specified, every record in your file is accessed. 

You can reduce the number of records accessed by entering multiple conditions on the master form. If you 
specify an alternate set of conditions on the second form by pressing , the number of records 

accessed can increase. When the alternate form is used, records satisfying conditions on the first form, the 
second form, or both forms are accessed. 
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SEARCH Summary Table 


Search Screen 

Field Types 

Condition 

Indicator 

Char 

Integer 

Currency 

Float 

Date 

Autodate 

RELATION 

<, >, O, 
<=, >=, = 

X 

X 

X 

X 

X 

X 

INCL 

1 

X 






RANGE 

[] 

X 

X 

X 

X 

X 

X 

7ANYCHR 

? 

X 




X 

X 

♦MATCH 

* 

X 






An X indicates a search can be specified. 




Search Efficiency 

The time required to locate specific records in your file depends upon which fields search 
conditions are entered in. When one of the fields search conditions are entered in is a secondary 
key or the first field designated for the primary key, the search is very efficient. Searches on key 
fields are much faster than searches on non-key fields. 


However, searches using or ggjjjjmjjj conditions in the first character positions of 

fields are considerably slower than searches specified with other special function keys even if key 
fields are involved. When is used, searches can take longer when conditions are entered 

in different fields than those on the original form. 
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DEFINITION 


PRINTING 



OUTPUT 



REPORT LETTER 


LABELS 



LAYOUT SORT BREAKS TRENDS 



FIELD 

SELECTION 


PAGE# IdATE delete 
FIELD IpiELD FIELD 


PICK COMPUTED PUT PUT | 
FIELD FIELD FIELD FIELDi 


PICK I 
FIELD CONSTANT 


SHOW 

COMPUTED 


ASCEND DESCEND 

I > I 

UNDO UNDO I 


BREAKS 


CONTROL PAGE 

I I 

UNDO UNDO 


ntLU 


PRINT 

SPECIFICATIONS 


PICK PUT I I II 

FIELD FIELD PRINT DEFAULTS SEARCH EDIT 


REPORT 


PAUSE ABORT 



CONTINUE DISPLAY PRINTER ABORT RESTART 


TRENDS 



GRAND SUB MEAN MIN/MAX 

I I I I 

UNDO UNDO UNDO UNDO 


REPORT Diagram 








Section 4 

Generating Reports 


In this section you learn how to produce printed reports comprised of the information currently stored in 
your files. You will learn how to design reports and how to specify totals and other statistics for them. 
Besides this, you can use the S E Fl R C H screen to select which records are included in reports, and you can 
choose the printing order of these records. Once defined and stored, a report can be generated at any time. 
The following are required for the examples in this section: 

• FILE/80 Program Disc #2 

• FILE/80 Program Disc #3 

• FILE/80 Demonstration Disc 

The disc(s) containing the file for which a report is specified must be on-line when the report is defined, 
edited, or printed. 

Use of FILE/80 Program Discs 

It is not necessary to have both FILE/80 Program Discs in drives simultaneously. Use FILE/80 
Program Disc #2 if you are defining a report or editing one already stored on disc. Use FILE/80 
Program Disc #3 if you are printing copies of file records or reports already stored on disc. Any 
FILE/80 Program Disc can be inserted when the LORD “FILE / 8 0 “ command is issued. If 
FILE/80 cannot perform the operations you request, it will tell you which Program Disc to insert. 

Introduction 

Creating a report is similar to creating a master form in many respects. The layout of text and fields on a 
report is defined in much the same way. And as on the master form, you always have the option of 
changing any attributes of a printed report. Instead of being called master forms, the specifications for 
printed output are called output formats. Any number of output formats can be defined for each file you 
create. 

In sections 5 and 6 of this manual you*ll learn how to produce letters and labels for individual records in 
your file. These types of output are specified by formats also. Format types are designated by pressing the 
special function keys on the U U T P U T T Y F"‘ E screen after entering 

the name of the format. Each format has its own set of specifications. 

In addition to instructing FILE/80 on how your printed reports should look, report output formats also 
contain information about when totals should be printed and the order in which the records should 
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appear. The capability to define these conditions is a major advantage of choosing a computerized filing 
system like FILE/80. As the information in individual records changes, your reports reflect this new 
information and no modifications need to be made to the output format itself. 

With a single report, the relevant fields from each record can be presented along with subtotals for groups 
of records and averages for other selected fields. Reports can provide you with a condensed document that 
reveals pertinent information about your file records. 


In this section you'll find out how to sort records, find averages, print minimum/maximum values, and 
specify grand totals for selected groups of records in your file. You can also specify when subtotals are to 
be printed—this can include starting a new report page. You'll learn about the ease of making copies of 
each file record with the [jQJjQUmQI special function key. Pressing causes FILE/80 to print 

a copy of each record in your file with a master form summary. 


Report Definition 

The first step in defining a report is to display the 0UTf“‘UT screen. As usual, you load the FILE/80 
program and press [1390113 • Use FILE/80 Program Disc #2. If you intend to print copies of your file 
records first, use FILE/80 Program Disc #3 instead and make sure your printer is turned on. Press 
[090313’ name, and verify the MSUSs of the disc drives connected to your HP-86/87. 

Press [jOBO when the I L E / 8 0 screen is displayed. 


Press [OSHB 



FILE/80 Display 


When the F I L t ..** o 0 screen is displayed, you can press 
rOO display the screen with the CtUlMaiial and fTIlMaiBi 
y , the next screen is displayed. 


to return to calculator mode or press 
special function keys. If you press 


OUTPU 


Note: Do not enter a format name if you wish to obtain copies of your file records or a master form 
summary with the lilliMjtfilO t® Use of DUMP ALL, page 94, for instructions. 
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Accessing Output Formats 

A format name is needed to identify your reports, letters, or labels on disc. Output format names 
can contain any upper or lower case letter or digit and have a maximum length of eight 
characters. Whenever you enter the name of a report output format, FILE/80 checks if a disc file 
beginning with that name and ending with the characters _ S is on-line. If the disc file is present, 
then the F‘ R I H T S F*' E C IF" I C fi T I 0 N S screen is displayed. Instructions for using this screen 
are provided under Printing Reports on page 115. When you enter the name of an output format 
not on-line, FILE/80 displays the 0 LiT P Li T T V P E screen for defining a new format. 


The name PROJECT differentiates this output format from the output formats already stored on the 
FILE/80 Demonstration Disc. To enter an output format named PROJECT, do the following: 

Press (Z)®®CJ)CL)©(I) (ENDLINE) 
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Use of DUMP ALL 


You can print and/or display records for the file being accessed with the jSSlHyQ! key. A 
master form summary (see page 56) is printed first. When you press on the 

0 U T F' U T screen, the F‘ Fl I H T S P E C I F I C fl T I 0 N S screen is displayed. To start the process 
of printing your master form summary and file records, you press 131211 . The master form 
summary includes the following information: 


• File name. 

• Number of records currently stored in the file. 

• Maximum number of records that can be stored in the file. 

• Primary keys. 

• Secondary keys. 

• Name, type, length/appearance, and location (line, column) for all fields. 


If you only want the master form summary, then press after it is printed. Otherwise, the 

file records are printed after the master form summary. Both are displayed on the D U M P fl L L 
screen as they are printed. 


When printing is completed, the special function window on the D U M P Fl L L screen changes. 
You can press gjmgyj to display the OUTPUT screen. Instructions for using the PRINT 
S P El C IF IC IT T I 0 N S and the R E P 0 F! T screens are provided later in this section under 

Printing Reports. 


To begin the definition of the PROJECT report output format, press glgggg . Notice the new format 
name is displayed in the title/feedback window of this screen. 

Press 13110231 



nmaam « ■ ■ ««« a 


ai 


FILE/80 Display 
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IQQQg Press this key to display the screen with the F U R M H T N H M L prompt. This allows you to 
re-enter the format name when misspelled or when the file is not on-line. 

This screen is displayed when you press [g|2j]gQ on the 0 U T f-’ U T T Y F-' E screen: 

a 

{■■SSHSlIifl SIHIBSQflii QICESQBH 

FILE/80 Display 



The F! E P 0 R T F 0 R M fi T special function window is used to define many aspects of your report: 

QmyQJ Press this key to display the REPORT LR YuUT screen. You can pick fields from the 
master form, enter text, and decide on the headings and footings for your report. 

Press this key to designate up to five fields on the master form as sort fields (optional). These 
fields are used to determine the printing order of records in your report. If no fields are selected, your 
report is printed in primary key order. 

Press this key to designate when the next report page or subtotals are to be printed. When 
you press , the F! E Fl K F I E L U S screen is displayed. On your report, subtotals and/or 

the next page can be printed whenever information changes in break fields. These are chosen on the 
bF‘:!E:HK F lELDb screen. Refer to Sort Fields, Breaks, and Subtotals, page 112, for an 
explanation. 

Note: The special function key is not present until at least one sort field has been 

designated on the master form. 

Press this key to specify totals and other trends for summarizing numeric fields on your 
report. Up to 15 grand totals, five subtotals, five averages, and five minimum/maximum trends can 
be used. 


Note: The special function key is only present after at least one field has been placed on 

your report with the R E P 0 R T L H Y 0 U T screen. 
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nnoRi 


Press this key to display the 0 U T F"‘ U T screen and clear the current output format. 


QJjQQI Press this special function key after defining your report to store the output format on disc. 
After it is stored, FILE/80 displays the P R I N T S P E C I F” I C Fi T I U H S screen so your report can 
be printed. 


Note: The [QjQll special function key is only present when at least one field has been placed on 
your report. 


To define a report, you first specify its layout by pressing IJimmjy on the F? 1::: F”‘ LI R T F 0 R f1 fl T screen. 
Next, printing order can be selected with the gQIQ special function key. To designate when the next 
report page or subtotals are to be printed you can press [22jiCS * press QgggQg to 


specify totals, averages, and minimum/maximum values for your report. Finally, you press 
store your output format on disc. 


to 


Report Width 

When you define your report, up to 132 columns can be used. The Q and Q keys can be used to 
scroll the report horizontally on your display. The range of columns currently displayed on your 
screen is indicated in the title/feedback window. If any text or fields are entered past column 80, 
then your report is printed in compressed mode with 132 columns. 


Designing Reports 

You can pick any combination of 18 lines for the headings, body, or footings on a report. For 
example, if you used six lines for the report body, the heading could be nine lines long and the 
footing could be one to three lines long. 

With the R. I:::! F'‘ 0 F? T B 0 D Y screen, you select the body of the report—the portion that is printed 
with each record. The lines above the body of your report are treated as headings and the lines 
below the body become the footings. The headings, body, and footings for the PROJECT 
SUMMARY REPORT are shown in the Sample REPORT Diagram, on page 113. The use of 
the R El P U R T B 0 D Y screen is explained under Headings, Body, and Footings on page 104. 
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Report Layout 

The screens and keystrokes that follow show you how to enter the layout of the PROJECT SUMMARY 
REPORT, shown in the overview. The fields on this report are selected from the CLIENTS master form 
that is stored on the FILE/80 Demonstration Disc. Two types of information for your report are specified 
with the F! E P 0 R T L fi V 0 U T screen, fields and text. To specify the layout of a report, press 
the F: E- P 0 R T F' 0 RII Fi T screen. The R E P 0 R T L fl Y 0 U T screen is then displayed. 


I flYOU 



FILE/80 Display 


The following special function keys are provided: 

Press this key to display the master form on the F" 1 1. L D S E L Ei C T I 0 N screen. You can 
pick fields off the master form and place them on your report. Field names are placed directly above 
fields as text on your report when [mj is pressed. 


pncr tt 


_I Press this key to place a page number field on your report. FILE/80 will automatically 

number the pages of your report starting with number one. The page number field is three digits 
wide and can be placed anywhere. When you press , the page number field appears 

instantly on your display. You position it with the cursor keys and press |jQ||. 


Press this key to place a date field on your report. This field is eight characters long and has 
the same format as specified in section 2. On a report, the date field shows the current date on each 
page. 


Press this key to display the DElLElTE FIELD screen for removing fields already 
placed on your report. Simply position the cursor over the field you want to remove and 
press . 


Note: 


IDFl L i t 


only appears when at least one field is on your report. 
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[jJim Press this key to move fields already placed on your report. When pressed, the MOW IE 
F" I ELD screen is displayed. You position the cursor over the field you want to move and press 
. Move the field to the proper position and then press [2Q| • (If you had pressed [jlQg 
accidentally, simply press [gQj without moving the field.) 


Note: Any trends selected for the field moved must be re-entered. Also, 
at least one field is on your report. 


Movr 


only appears when 


[QgjQj Press this key to erase your report. 

This special function key can be pressed after the layout of your report has been specified. 
The R E P 0 F: T B 0 D Y screen is displayed to select the body of your report. 


Report Fields 

The fields on a report are selected from the master form. The information window of the f?EP0RT 
LFVYuUT screen alternates from the master form to the output format as you choose fields from the 
master form and put them on your report. To place a field on your report, you first press 2QI£ 

R IE F'* 0 R T L Fl Y D L.I T screen. 


Note: A maximum of 100 fields can be placed on a report. 


Picking Fields 

The F^ E L D b IE L. IE C T I 0 N screen is displayed when [jmj is pressed on the F! IE F-' 0 F! T L f\ Y 0 U T 
screen. If you intend to use a field name as a column heading on a report, it should be less than or equal to 
the length of the field. As a column heading, the field name appears directly over the field. 


The H u 1: o h e a d i n g i U H/0 F~ F setting determines if the field name will also be placed on the 
report. This setting is changed with the JgjJiJJJg key. The default setting is HO, but if the setting is 
changed to Y E '6, it will remain on for the current session. 


When the field name contains fewer characters than the length of the field, it is centered. When the field 
name is longer, rightmost characters in the field name are removed. The field name is aligned with the 
left side of the field. 


Before picking a field, verify that the heading indicator is properly set. To change the indicator, press 
[JgJJiJJJg . To pick a field for your report, move the cursor over the field you want on the master form 
and press .To pick the C L fl S S I F I C fi TI 0 N field on the CLIENTS master form, press 


(END LINE] to move the cursor over the field and do the following. 
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Press I22IQQ2S SflBS 



FILE/80 Display 

You can use the following special function keys: 

Qimg Press this special function key to include the field the cursor is over in your report. Af¬ 
ter pressing [2QS » position both the field and field name on your report with the 

P U T F" IE L D screen. 

Press this special function key if you want to do arithmetic on numeric fields for each 
record in your report. Any numeric field on your master form can be used. Besides numbers you 
enter, the results from other computed fields can also be included. The operators (3, E)» CZD» 

and Q are used. Press Q to end the expression. Refer to Computed Fields on page 101 for 
instructions. 

Press this key to change the Ruto heading is UH/UF"F indicator in the 
title/feedback window. 

ggijaj Press this key to display the F*:! E:. F”' U h! F L H Y U U1 screen and leave your report as is. The 
auto heading setting is not changed. 

Putting Fields 

After choosing a field on the F" I E L D S E L E C T I 0 H screen or specifying a computed field, the 
PUT F I ELD screen is displayed. The report you are defining is displayed in the information window. 
Use the cursor keys to position the field on your report and then press |jQ|j . 
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For example, to place the CLASS I F" I C f\ J I ON field so that the first character of the field name is in 
line 9, column 6, press the cursor keys until that location is indicated in the title/feedback window. Then 
press . When [jmj is pressed, the field name becomes text on the report. If desired, it can be removed 
with the [ SPACE BAR ] or [ ipA& ] keys. 


Note: The line and column counters display the location of the upper leftmost character position of 
the inverse video box. 

Press 2QJ 






FILE/80 Display 


The following special function keys are provided: 


Umi Press this special function key when the field is in the correct location on the output format. 
The cursor keys can be used to position the field. The inverse video box around the field name 
disappears when QQyy is pressed—it turns into text. 



Press this special function key to display the R Ei! R U R T 
again to add a field to your report. 


L fi Y 0 U T screen. You must press 


It is suggested you allow at least three spaces to the left of each numeric field you anticipate taking grand 
totals or subtotals for. Refer to Report Trends on page 112 for more information. 
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Computed Fields 

FILE/80 lets you include fields on a report that are the result of an expression you enter. Constants you 
enter, as well as fields on the master form, can be used in the calculations. Depending on the fields used, a 
currency or float type field of length 12 is used for printing the result. 

The expression you enter is evaluated according to the arithmetic hierarchyy as defined in the HP-86/87 
owner's documentation. Briefly, this means (T) and Q operations are performed first. Then any (jlor Q 
operations are performed. In each case, expressions are evaluated from left to right. Computed fields can 
contain up to five operators—®, ®, Q, Q, or ®. Up to five constants or fields can be entered in the 
expression. Each constant or field is separated by an operator. After entering the last constant or field in 
the expression, press Q. 


If a currency type field is used in the expression, then a currency type field is used for the result. This will 
include a floating currency sign and two decimal places. If the computed field expression does not include 
any currency fields, then a float type field is used. The float type field is also used when division is 
performed between two currency fields in the expression. A field length of 12 is used for all computed 
fields. 

To enter an expression for a computed field, you first press on the R E P 0 R T L fl V 0 U T screen. 

When the FIELD SELECTION screen is displayed, press gjJjQjJimg. FILE/80 displays the 
C 0 !1 P U T E D 1“ IE L D screen shown on the next page. A maximum of five computed fields can be used 
on a report. In addition to constants and fields on the master form, you can also use the results of other 
computed fields in the expression you enter. 


Sample Problem 

A computed field is needed to measure the fraction each project of the firm CHANEY, MANN, and HILL 
contributes to overall profitability. 


1 minus TOTRL RnOUNT PRST D U E divided by Y T D BUSINESS UOLUM 

= PROFIT INDEX 


To enter the constant 1, press , ®, and ( END LINE ] . Then press Q. Next, move the cursor 

over the TOTRL RMOUNT PRST DUE field and press gjjg on the COMPUTED FIELD 
screen. You can hold ( END LINE] to move the cursor over this field. Press (7) to specify division. Next, move 
the cursor over the Y T D B Li S I N E o •!« U U L U M E field. Then press JQJS • 

Finally, press Q to end the expression. After © is pressed, the PUT PIE L D screen is displayed for 
placing the computed field on the report. This computed field is a float type field of length 12 because a 
ratio of two currency fields is used in the calculation. 
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Press (T) ( ENDllNEj R fTl [jjlgjj (T) 



FILE/80 Display 


With the following special function keys, you can specify calculations that can appear with each record 
on your report or separately in its heading or footing. As you enter the numbers and operations, FILE/80 
builds a picture of the expression in the title/feedback window. The following special functions keys are 
used to enter computed fields: 

UQS Press this key to use a field on the master form in a calculation. You position the cursor over 
the field and then press JjQQg . FILE/80 then asks you to specify an operation by pressing Q , CE) > 
©.©.or©. 


gjQgyQgjl Press this key to enter a constant from your HP-86/87 keyboard or numeric keypad. 
Any digits can be entered including decimals (1.234) and numbers in exponential format 
(1.2345E40). Then press [ END LINE ) to indicate the number has been entered. 


Press this key to use the results of other computed fields in the present expression. All the 
computed fields you have defined so far are shown on the S H 0 \4 C 0 i'i P U T E D screen. Move the 
cursor over the field you need to use and press . You can use [ END LINE ] or [ SHIFT) ( END LINE ) to 

position the cursor. FILE/80 then asks you to specify another operator by pressing (T) > Q»®»CZD > 

orCD- 


HUB UUI 


_I Press this special function key to remove the last constant, field, computed field, or 

operation entered. The field or operation is then removed from the title/feedback window. 
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[mjjgjj Press this special function key to clear the current computed field. The FibLU 
S E L E C T I 0 i’l screen is displayed. Any computed fields you could have defined earlier are 
unchanged. 

When 0 is pressed, the F' U T F- I E L D screen is displayed. Move the field with the cursor 

keys so indicators in the title/feedback window read line 10, column 64. This is the location of the leftmost 
position in the field. Then press UJQj . The F: E F-' 0 R T L Fi Y 0 U T screen is then displayed. 

Deleting Computed Fields 

It is possible to use the results of one computed field in calculating other computed fields. 
Therefore, FILE/80 only allows you to delete the field which was defined last. This would be the 
field with the largest number. For instance, if five computed fields have been defined, only 
can be deleted. If you attempt to delete any other computed fields, a message is 

displayed. 

Moving Fields 

Fields already placed on your report can be rearranged. The current auto heading setting (page 98) 
determines if the field name will be placed above the field. First, the R E P 0 T L f"! Y Ci U T screen must be 
displayed. Press UQQjQlj on the R E F’’ 0 R T F’’ 0 R M Fi T screen. When the R IE F“‘ 0 F! T L Fi Y 0 U "F screen is 
displayed, do the following: 

a. Press [Tim . The M 0 U E F" I E L D screen is displayed. 

b. Press [ END LINE} to move the cursor to the field you wish to move. 

c. Press JjEQS • The F*' U T F~ I IE L D screen is displayed. 

Note: If you press [jgggg instead of , the R EiilF- 0 R T L Fi Y 0UT screen is displayed. 

d. Use the cursor keys to move the field to the correct location. The field name is text, so it remains in 
place when the field is moved. Press |jmj . You cannot place the field over fields already entered on 
a report. 

Note: If you press instead of [JJJj , the field you selected in step c is removed from your 

report. The R E:. F‘ U h:! F L Fi Y U U T screen Is displayed. 

e. The h:! IE F'‘ LJ h:! F L Fi Y 0 U T screen is displayed. The field you moved is in the position you selected in 
step d. 

Note that after moving a numeric field, any trends designated for it must be re-entered. 
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Deleting Fields 

Fields already placed on your report can be removed by pressing the [ITlWMil special function key on the 
REFFORT Lfrr'OUT screen. If you are deleting computed fields, only the computed field with the largest 
number can be deleted. To delete a field on your report, do the following: 


a. 


Press 


DELE EE 


. The D E L E T E F” I E: L D screen is displayed. 


b. Press ( END LINE] to move the cursor to the field you wish to delete. 

c. Press 




Note: If you press 
fields are removed. 


y instead of [JQSS/ tbe F? El f 0 F? T LFVfOUT screen is displayed. No 


d. The RElF' 0i?T LFlYuUT screen is displayed. The field you selected in step c is no longer on the 
report. However, the text of the field name is still displayed. 


Entering Text 


Text can be entered anywhere on your report. To enter text, the FJEEPOF!! LFiVOUT screen must be 
displayed. Simply move the cursor to the desired location and enter the text directly from the keyboard of 
your computer. You can remove text with [ SPACE BAR ) or ( s^pace ) . 



For example, to enter the title of the report on your screen you could do the following. 


a. Move the cursor to line 6, column 30. 

b. Enter the characters PROJECT SUMMARY REPORT from the keyboard. 


Headings, Body, and Footings 

The body for a report is designated on the F:!ElF'0F:! T BUUY screen. This is done after entering the 
layout of a report on the F! E F' 0 R T L Fi Y 0 U T screen. The report body is the central portion of a report. 
The headings and footings appear above and below the report body, respectively. Because of this, you 
only have to select the report body—entries above and below the report body are used for the headings 
and footings. The Sample REPORT Diagram, page 113, points out the headings, body and footings 
used for the PROJECT SUMMARY REPORT. 


The report headings include the title of the report, a date field, and the column headings. The body of the 
report is made up of information from each record and subtotals, if specified. Depending on the number of 
lines printed with each record, more or fewer records are presented on each report page. Notice the only 
footing is the page number. The lines below the last field or text entry in the footing are not included in the 
report. 


1 
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When your report is printed, the F" o r ivi siz 0 L i n 0 s ) and the H r i n t 0 d 1 i n 0 s p 0 r 
P a g 0 items on the D E F- Fi LJ L T S screen (explained later) are used to center your report. Equal margins 
are left at the top and bottom of each page. The heading starts after the top margin. Then one line is 
inserted between the heading and the report body. The report body is printed for each successive record in 
your report. Then the footing is printed above the bottom margin. The headings, body, footings, and 
margins are indicated in the Sample REPORT Diagram, page 113. 

If additional records remain, FILE/80 prints the same heading on the next page and prints the report 
body for each remaining record. The number of pages printed depend upon several factors, including the 
number of records in your report and the length of the report body. The same headings and footings 
appear on each page of your report. 

To display the REPORT BODY screen, press on the REiPORT LFTy'OUT screen. This 

R E P 0 R T L Fi Y 0 U T screen shows the completed format for the PROJECT SUMMARY REPORT: 

Press 



FILE/80 Display 

When you press on the R E P 0 R T L fl Y 0 U T screen, the next screen is displayed. The position 

of the inverse video bar indicates that only the line with the fields is to appear with each record. This 
means that everything on the screen down to the column headings is used as the report heading. When 
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printing occurs, FILE/80 inserts one extra line between the last line selected for the report heading and 
the first record in the report body. Any text or fields on the screen below the inverse video bar are used for 
the report footing. 

Press 



C L R $ 


P R Q J E C T 


CHfiNEY, MRNN, RND HILL 
Consulting Engineers 

PROJECT SUMMRRY REPORT 

H 0 IJ R 0 L U M E _ P R S T DUE PROFIT I N D E ; 


ITU 



FILE/80 Display 


u 


(j 


INCREHSE 


_j Press this special function key to make the inverse video bar longer, so more 

information can appear with each record in the body of your report. Each time you press this special 
function key, one line is added to the bottom of the bar. You can expand the bar to a length of 18 
lines. 


DECREHSE 


_j Press this special function key to make the inverse video bar shorter. This means fewer 

lines get printed with each record on your report. When the bar first appears, it has a length of one 
line. 


u 


(T) Press this key to move the bar up the screen. 


(T) Press this key to move the bar down the screen. 

(3 Press this key to scroll the report horizontally to the left. 
(3 Press this key to scroll the report horizontally to the right. 













Section 4: Generating Reports 107 


[gjjijm Press this key to display the R E- F' 0 F! T L Fl Y 0 U T screen. With this screen, modifications 
to the fields and text on your report can be made. 

[Igggj Press this key to designate the body of your report. The inverse video bar should exactly 
cover the lines you want to appear with each record in your report. The h! I:::. F' U \< T F U h:! M fl T screen 
is displayed. 

Ordering Your Report 

The S 0 F: T E D R E F' 0 F: T screen is used to specify the printing order of records. This is so similar records 
can be grouped together. You can choose up to five fields on your master form to order the report. These 
fields are designated as ascending or descending. They do not have to be included in the report. 

Note: It is only necessary to specify sort fields for reports printed in primary key order when you wish 
to designate when new pages or subtotals are to be printed with the special function key. 

Refer to Designating Break Types, page 109. 

The S 0 R T E! D R E. P 0 R T screen is displayed when you press on the F: L P U R1 F" U R r1 Fl T screen. 

The numbers displayed in the title/feedback window are used to specify the order of the sort fields. To 
designate the CLASS I F I CAT I OH field as an ascending sort field you move the cursor over it and 
press . Press ( END LINE) to move the cursor. After all sort fields have been specified, press 

Press [I2S12] 



FiLE/80 Display 
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FILE/80 displays your master form in the information window of the SuFrfED REPORT screen. 
Using the same process you did when picking primary and secondary key fields, you can choose up to five 
ascending or descending sort fields from the master form. Just move the cursor over the field(s) and press 
the appropriate special function keys: 


2JJJ Press these special function keys to designate the field the cursor is over as 
the next sort field. These fields display an [J or jj in the search/sort indicator. The field names 
appear beside the next number in the title/feedback window. 


Note: The sort field beside the smaller number in the title/feedback window determines the overall 
ordering of records. You can refer to Comparison of Field Entries, page 68, to determine the 
ascending or descending order for different types of fields. 


Press this special function key to clear the sort field the cursor is over. FILE/80 updates the 
list in the title/feedback window. Whenever any field but the last one is removed, the remaining sort 
fields move up one place—there are no gaps in the sort field list. 


jgijgu Press this special function key to clear all sort fields and display the R L P 0 R T F 0 R M Fi T 
screen. 


Press this special function key when you've defined all the sort fields necessary for your 
report. The R E: F' 0 R T F 0 R M fl T screen is then displayed. When your report is printed, each record 
included in it appears in the order of the sort fields you just defined. 


Sort Fields 

The fields you choose for sorting determine whether or not time is required for sorting when your 
report is produced. When the order you specify is the same as key fields for your file, then no time 
for sorting is required. If a secondary key field is used, it should be the only sort field designated. 
If primary key fields are used, one through four of the primary key fields can be designated. 
However, one of these orderings is needed. 

• Primary key fields 1,2,3, and 4. 

• Primary key fields 1,2, and 3. 

• Primary key fields 1 and 2. 

• Primary key field 1. 

In addition, the primary key fields used must be designated as all ascending sort fields or all 
descending sort fields. 
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When time is required for sorting, the combined length of all fields designated as sort fields 
influences the amount of time needed. When the combined length of the sort fields is small, less 
time is required for sorting. When the combined length is greater, more sorting time is required. 
Refer to appendix B for specific information regarding the length of sort fields. 

Once an output format has been sorted, the specific ordering of records can be used again with 
the Reuse so r t ed list default. The sorted list kept for each file can be used by any 
output format defined for that file. Refer to page 119 for details. 


Designating Break Types 

After you have designated at least one sort field, the[g2JjJ^ special function key appears on the 
REPORT F0F?MhT screen. When you press BREAK FIELDS screen is displayed. 

This screen gives you a way to analyze the information stored in your file. Sorted data can be grouped 
with subtotals or printed on separate pages. When data changes or “breaks'* in a sort field designated on 
the B F! El Fl K F I E L D S screen, this sequence occurs: 

a. Any subtotals are printed. 

b. If the break occurs in a page break field (explained shortly), your printer advances to the next page 
and prints report headings. 

c. The next record is printed. 

Breaks occur when records are being printed on reports. When the information changes in a sort field you 
designate on the BREA K FIELD S screen, a break occurs. You can only designate sort fields that were 
specified on the S 0 R T E D R E P 0 R T screen. If no sort fields have been chosen, no break fields can be 
designated. 

This portion of the PROJECT SUMMARY REPORT indicates the occurrence of breaks. When subtotals 
are specified they are printed just after a break occurs, before the next record is printed. 
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Break Field Subtotal Field 


CLASB PROJECT HOURS 

0:l.--CB 1202 320 

02 OS 4 


0307 13 

1701 1 1 

BREAK B u b t o ‘i: a 1 s i: 

I*** 

j \.j 

w 

02.MI) 1101 210 

1102 80 


Break Diagram 


Breaks occur when the information in any break field changes. Specifically, a break occurs when the 
information in a break field on the next record isn’t equal to the information in the same field of the record 


currently being printed. You can examine the information in the CLFiSS ] 
that a change occurred—this is indicated in the Break Diagram. 



field to verify 



There are two types of break fields, control break fields and page break fields. The break shown in the 
Break Diagram occurs in a control break field. With page break fields, the next record is printed at the 
top of the next page (after the headings) instead of being printed on the same page. 


If you specify subtotals for your report, they are printed whenever the value in a break field changes. If 
the field changing is a page break field, then a new report page is started after the subtotals are printed. 
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When you press ggjjjg , this screen is displayed. To designate the CLRSS IF I CRT I OH field as a 
control break field, press giQQgiJI ; 

Press 



FILE/80 Display 


The list of fields on the B R E R K F I E L D S screen is identical to the one displayed in the title/feedback 
window of the o U R T b. IJ 1*:! E F“‘ 0 R T screen. The cursor always appears in the B r* 8 a k t y p e column. 
Because break fields are designated in sort field order, you can only move the cursor forward in the list 
after designating break fields. Use ( END LINE ] or [ SHIFT) [ END LINE ] to move the cursor to different break 
fields. 

gnjUgni Press this key to specify that a break should occur when the information in the sort field 
opposite the cursor changes. If you have specified subtotals, they will also be printed at this time. 

Note: Thefields that subtotals are printed for are specified on the REPURT TRElHDo screen. 

mWl Press this key if you want records after the break to start on the next page. 

22223 Press this key to clear the last sort field you designated as a break field on the screen. The 
cursor needs to be opposite this field when you press 2211iSj * 
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Press this key to clear all the sort fields designated as break fields. The k LF’Ub:! f 
F- U !'■:! M H I screen is displayed. 

Press this key after designating all break fields. The l*'::l:£F'‘uF::T F' OFSMFV! screen is 
displayed. 


Sort Fields, Breaks, and Subtotals 

The number of sort fields you designate as break fields depends on how often you want subtotals to be 
printed on your report. All subtotals you designate are printed whenever the information in a break field 
changes. The field causing the break determines what records are included in each subtotal. 

When a change occurs in the first break field, all the records printed since the last change in this field are 
included in the subtotal, for example. If changes occur in several break fields, the break field with the 
lower order determines which records are included in the subtotal. On the Sample REPORT Diagram, 
arrows indicate which records are included when breaks are caused by changes in the 

CLFiSS IF^ICFFT I ON field. 


Note: At the end of this section, all the sort fields, break fields, and subtotals specified for this report 
are listed. 


Report Trends 


The F::EFNjF':!T TFIENDS screen is used to make your report more useful by providing grand totals, 
subtotals, averages, and minimum/maximum values for numeric fields appearing on your report. To 
summarize your report with any of these items, press [IglJTlg on the \< I:::. I”' U R 1” F" IJ F:! r1 fi r screen. 


To specify subtotals for the Y T D 15 U S I N E S S *>.«* 0 L U Pi IE field, move the cursor over this field and 
press gjg . You can press [ END LINE ) or ( SHIFT) [ END LINE] to move the cursor. When all other trends have 
been entered, press • 
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Press gig [[ggggj 



FILE/80 Display 

FILE/80 displays a listing of trends selected for the field the cursor is over in the title/feedback window. Any 
fields on your report with trends are indicated by the character Q in the leftmost position. To see what trends 
are selected for a field, simply press ( END LINE ) or ( SHIFT) ( END LINE ) to move the cursor over the field. Trends 
can only be specified for integer, currency, float, or computed fields. With the exception of subtotals, all trends 
are printed at the end of your report. 


o 


Up to four different trends can be specified for a single field. Grand totals can be specified on 15 fields of 
your report. Five subtotals, five averages, and five minimum/maximum values can also be specified. 
Grand totals and subtotals are specified for the V T D B U S 1 L b b U U L U M Ei field on the PROJECT 
SUMMARY REPORT. 


When the cursor is over a numeric field, you can select trends for it by pressing these special function 
keys: 


ggjgg Press this special function key to designate totals including each record on your report. 
Move the cursor over any field you want a total for and press gggjg . If the total is three or more 
digits over the field designated, the amount printed as the grand total will not be correct. FILE/80 
prints an asterisk in the rightmost position of the field to indicate that an overflow has occurred. 



gjg Press this special function key to specify subtotals for the field the cursor is over for your 
report. Subtotals are printed when breaks occur and will not be printed unless you specify at least 
one break field on the B FJ E: h K F I Ei! L D S screen. If the value for a subtotal is three or more digits 
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larger than the field, FILE/80 prints an asterisk in the rightmost position of the field to indicate an 
overflow has occurred. This means the amount printed is not correct. 

Note: You should leave three blanks to the left of fields with subtotals and/or grand totals to provide 
room for this overflow. If necessary, refer to Moving Fields on page 103 for instructions. 

[jjjgj Press this special function key to include an average for the field the cursor is over at the end 
of your report. 

Press this key to include the minimum and maximum values occurring in the field the 
cursor is over. These values are printed at the end of your report. 

2521] Press this key to clear all trends for the field the cursor is over. 

[ggggj Press this key to clear all the trends specified for your report. The \< E" H iJ h! 1 I" U I-:! hi f\ T 
screen is displayed. 

[jggQjyjjy When you’ve entered all the trends needed to summarize your report, press [|Qg|gj. 
FILE/80 displays the R E* f"' 0 F;! T F"’ 0 R hi Fi T screen. 

Note that if you move a field with trends—identified by the character all trends for the field must be re¬ 
entered. 

Storing Reports 

When you are finished defining your report, press [inTTQ on the R E P 0 R T F* 0 R hi Fi T screen to store 
your report format. The format disc file is stored in the first empty space large enough on-line. The 
number of output formats that can be stored is only limited by the amount of disc space available. Printed 
reports can only be produced from formats that have already been stored on disc. Once your format is 
stored, the F“‘ R IH T S P E C I F- I C Fi T 10 N S screen is displayed. 

Printing Reports 

FILE/80 uses two screens to help you produce specific reports easily. These are the REPOF? T and 
P R I H J S F‘ EE C ![ F*” 1 C f-l T I Cl M S screens. The f" R I H T ^5 P E C-1 F” I C: F-i T 1 IJ M screen is displayed in 
several cases. It is displayed after you press MIllSIl on the R E P 0 R T F" 0 F:! hi Fi T screen. The F"' Rl I N T 
S F‘ El C I F I C T I 0 h-i S screen is also shown if you enter a name of an output format that is on-line when 
the 0 U T F"‘ U T screen is displayed. 

Note: If you press QQQQjmSS screen, the P R I N T -i* P E C I F I C fi T I 0 H S 

screen is displayed. However, only the [jm , and HQJQj special function keys are 

present. Instead of the F?E*P0RT screen, the DUMP RLE screen is displayed after 
pressing , Refer to Printing With the Report Screen on page 119 for instructions on using the 

UUhlF*’ HLL screen. 
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H iqMswM DC 


m 


FILE/80 Display 


There are five special function keys on the F*' R 1! Kl T S F' t. C’ I F“ 1 C fi 1" I iJ N S screen: 

Press this special function key to make modifications to your output format. A message is 
displayed requesting you to enter the name of the new output format. If you enter a name different 
than the format currently being accessed, an additional format (with your revisions) will be stored 
on disc. If you enter the same name, your original output format is modified. 

After entering the new format name, the F?EF‘0F:T FOFJMH I screen is displayed. Making 
changes to an existing report is easy because you use the same special function keys to edit a report 
as you do to create one. Refer to Changing Reports on page 122 for instructions. 


DEFRUL T 


_ 1 ^ Press this special function key to display the output specifications for the current output 

format. Instructions for changing these parameters follow. Once set, defaults for each output format 
remain in effect from one session to the next. 


Note: If 


DUMP ni 


[1 was pressed, you will have to reset the defaults. 


sruRC 


_U Press this special function key to select a group of records for printing in a report. This key 

is identical to the key on the U UI;::. F? Y screen. For example, if you only wanted records for a 

specific client on a report, you could enter his name in the L Fi S i H li rl E field. Once you enter the 
search conditions and press nomiii , the F' F:! 1 M i F' I:::. 'C J. F* 1 L.’ I 'i I i U I'-i FI screen is displayed. 
For more information, refer to the SEARCH Screen Summary on page 86. 


Press this special function key to display the 0 U T F' U ! screen. You can then press 
on the 0 U T F*’ U J screen to display the I”- I L E 8 0 screen. 


Press this special function key to start the processing and printing of the records selected 
for your report. If sorting is required, the S 0 h! T screen is displayed while it is performed. Otherwise, 
the h;EF'OF:T screen is displayed. Before pressing , make sure FILE/80 has the correct 

address of your printer by pressing iimgigg. 
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Report Defaults 

After pressing [IjjjjJJJJg on the P R I H T S P E (]• I F ]! T' I H S:! or R. IE F"’ 0 F? T‘ screen, this 
EjE FAULT S screen is displayed. There is a different list of default items for each type of output format. 
To implement a change, position the cursor over the number beside the appropriate default and press 
WFITJlJg . You can press ( END LINE) or [SHIFT][ END LINE] to move the cursor. When you press SJgJJgg , a 
prompt for the new default is displayed in the title/feedback window. 

Note: If was pressed on the OUTPUT screen for printing file records, then only the 

P r i n t e r“ add r e s s, F-' r* i r\ t j:::- i*" t y j-* 0, and tlai rri u ivi r e c o r ds p 01” p a‘:;;iiiii' 

defaults are present. Settings for these items are explained with the other report defaults. 

For example, to change the B 1 a n k 1 i n 0 ;•=; b 0 t w 0 i* “i r 0 c: o r d s report default from 1 to 0, press 
[ END LINE] repeatedly until the cursor is on the number beside this item. Next, press WJTjTjm followed by 
the digit 0 and [ END LINE] . Make all changes necessary, and then press 

Press [jmmy fol f END LINE 1 



FILE/80 Display 
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When you press , the setting for each item is changed to whatever is displayed in the list and 

then the P \< 1 ri I P l:£ C I F‘ I Fl T I 0 N S screen is displayed. The valid entries for each default item are 
as follows: 


F‘ r i I'i 1; e i" a i:::i d i” e i The default setting is 701. 

F' r i 1“! 1: 0 r I: *;::i p ; Refer to appendix C. 

Hum be r o t cop i e:!!!: ! 1 to 99 copies are permitted. The default setting is 1. If you specify 

multiple copies, one complete report is produced. Then the copies are printed. 


S t op be 1; ween P age:::*: 1 YES, NO. The default setting is NO. If you select this item, you 
can press gjQjUJQg on the h! E F' 0 R T screen to resume printing of your report after each page is 
printed. This enables you to use non-continuous paper forms for printing. 


F“ O r in :::■: i z e ( L i n e :::•: ) i 1 through 99 are permitted. This is the number of lines that are 
printed on a page before a page eject is sent to your printer. The default setting is 66. This is the 
number of lines on standard size paper forms. If you are using shorter or longer forms, you’ll need to 
change this item. 


Form size, 
66 lines. 


a 



Heading 


Body 


Body 


Body 


Body 


Body 

u 

Footing 


Top margin, 6 lines. 


a 


Printed lines per page, 54 lines. 


^ -Bottom margin, 6 lines. 


F"' r i n i; 0 d 1 i ri e p e r p a 9 e ; 1 through 99 are permitted. The default setting is 54. Your 

report is centered on the page according to this default. A six line margin is provided at the top and 
bottom of each page with the preset defaults for F o r rri :i!i: i z e and F' r i n X e d 1 i ri e la p e r 
p age. 

Note: You cannot enter a setting for F-' r i n 1 : e i:::l 1 i n e p e r p a g e that is greater than the 
current F“ o r rn s i z e setting. 
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B 1 iiii n k 1 i n e s b Ji:-* t w e e i'i i" e c: o r cJ s i 0 through 9. The default setting is 1. These lines 
are inserted after each record is printed. 

Rieuse so r t ed 1 i s t i YES, NO. The default setting is NO. If you change this item to 
YES, no sorting is performed. Instead, the order of records is determined by a sorted list of records 
used for a previous output format. Any current sort fields or search conditions are disregarded. 

You must set this item to YES each time you want to use the sorted list. When you change this item 
to YES, a message is displayed giving the number of additions, updates, and deletions in your file 
since the sorted list was generated. If a valid sorted list doesn't exist for your file, then the F: 0 u s 0 
:■!> o r t 0 d ]. i s t default is not present. 

The sorted list is generated whenever the default setting is NO and the output format being printed 
has at least one sort field. Depending on the sort field(s), the sorted list can be generated at two 
different times: 

• A sorted list is generated when the S 0 F! T screen is displayed after pressing [|Q{Qy • 

• If the S 0 R T screen is not displayed after pressing , a sorted list is generated during 

initial printing while the F: E F" 0 F? T screen is displayed. 


Note: If is pressed on either the SOF^T or FiEF^DF?! screens while a sorted list is being 

generated, the list becomes invalid. 


i'] ."ii i iTi i-i lYi r 0 ij i’" i:::l liii: p 0 I" p -B ';;;i »0 ; This item is only present when is pressed 

on the 0U i F-‘U T screen. The default setting is YES—multiple records per page. If you change the 
setting to NO, then one record is printed per page. 


Printing With the REPORT Screen 


To start printing a report press [mmj on the P F: I N T S P E C I F I C Fl T I 0 N S screen. FILE/80 
displays the following F: E F-’ 0 R T screen. As your report is printed, it is also displayed on the R. E F- 0 R T 
screen. You can turn either the display or printer off (but not both) by first pressing jjjlQQQ and then 
pressing either or . Then press • 


Note: If sorting is required for your report, the BuH i screen is displayed first. When sorting is 
complete, the FlEi! F'OFi T screen is displayed. 
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Printing record 

Printing Format: laamia 


REPORT tt 



PROJECT 

SUMMARY REPORT 


CLASS PROJECT 

HOURS 

VOLUME 

PAST DUE 

01-CS 1202 

320 

$10200.00 

$ . 00 

0206 

4 

$120.00 

$ . 00 

020? 

? 

$210.00 

$135.00 

030? 

13 

$465.00 

$96.00 

1701 

1 1 

$345.00 

$ . 00 

Subtotals for: 01-CS 

355 

$11340.00 

$231.00 


PROFIT INDEX 
1 
1 

.35? 14285?!4 
.79354838?09 
1 


FILE/80 Display 


If you press ggmgQ , the special function window on the h! L P U k 1 screen changes. The same window is 
displayed after the last record of a report has been printed. 


CONTINUE 


Press this key to resume printing. 

iQQ Press this key to display the R IE f"' 0 R T F 0 R M h T screen. Refer to page 122 for details. 

§ Press this key to display the F"’ R ![ H T S F’ IE C ![ F" I C- f\ T I 0 M £: screen. 

Press this key to access file records or other output formats. The OUTF'UT screen is 


SPEC 


displayed. 

UQQy Press this key to return your HP-86/87 to calculator mode. 
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If you press 


PHUSE 


, the following screen is displayed. 



0206 

4 

$120.00 

$ . 00 

1 \ 

0207 

7 

$210.00 

$135.00 

.35714285714 1 

0307 

13 

$465.00 

$96.00 

.79354838709 I 

1701 

1 1 

$345.00 

$ . 00 

1 

Subtotals for; 01-CS 

355 

$11340.00 

$231.00 


02-riD 1101 

210 

$6450.00 

$200.00 

.96899224806 I 

1 102 

80 

$2700.00 

$100.00 

.96296296296 1 

Subtotals for: 02-MD 

290 

$9150.00 

$300.00 

lEEHi / 




FILE/80 Display 


These special function keys are displayed when printing is paused: 


CONTINUE 


Press this special function key to resume printing your report. 


Press this special function key to change the D I yPLflV I '6 UN/UFF indicator in 
the title/feedback window. 


PRINT 


ABORT 


EXIT 


jg Press this special function key to change the P R I H T IN G I S 0 N/0 F F indicator. 

, and 


Press this special function key to display the 
special function keys. These are covered on page 120. 


I. 




1 ’ 



Press this special function key to start printing the report over again. The KEPORT 
screen with the and [{gjm keys is displayed. 
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Changing Reports 

If you wish to make changes to a new or existing output format, you can press the [2QS special function 
key on the P R I H T S F-’ E C I F I C Fl 1” 1 i!J i’-i S screen. This key is also displayed on the R Ei F‘ 0 R! J screen 
after a report has finished printing. Perhaps you wish to change the title of your report. After you press 
[amjj , a prompt is displayed in the title/feedback window of the F’R! I NT SF"‘E“ C IF-' I CFTT' I ONS 
screen for a new format name: 

• If you enter a different name than the output format currently being accessed, a separate revised 
format is stored on disc when you finish changing the report. 

• If you enter the same name as the format being accessed, the original version is modified. 

After you enter the new format name and press ( END LINE ] , FILE/80 displays the R Ei P 0 R T F" 0 R! M h T 
screen. 



FILE/80 Display 


on the R! E F' 0 R T F” 0 R! M fi T screen. If 


When you are finished modifying the output format, press iJL 
you entered the original name for the output format, only the new version is accessible after pressing 
, The P F*:! I N T S F"' E” C I F“ I C f\ T I 0 N screen is displayed after you press , as usual. Refer 

to Report Definition on page 92 for instructions on using the F^EF'0F?T F-’GRMRT screen. Any 
changes except the format type can be made to an output format. 
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CLIENTS File Output Format: REPORT 


Fields 

The location of the field is indicated by the line and column counters on the h! E. F“' U k I L li Y U U T screen. 

Line Col. 


Date field obtained by pressing yyjm 1 68 

C L R S S I F I C Fl T* I 0 1- I (with auto heading) 9 6 

F^ROJECT 10 14 

YTD CONSULTING HOURS 10 21 

Y T D B LI S IN E S S 0 0 L U M E 10 33 

T 0 T R L R M 0 U N T P R S T D U E 10 50 

= 1 minus T iJ T fi L R i‘1 0 U N T F"' f\ T’ D U IE divided by 10 64 

YTD BUSINESS OOLUilE 

Page number field obtained by pressing [Jjgjra 13 39 

Text Entries 

CHRNEY, MRNN, RND HILL 1 30 

C Q n s u 11 i n g E n g i n e e r s 3 31 

P R 0 J E C T S Li M M fi R Y R E P 0 R T 6 30 

PROJECT 9 13 

HOURS 9 25 

OOLUME 9 41 

PHS r UUt: 9 54 

PROFIT INDEX 9 64 


Headings and Footings 

On the lEEPORT E30D Y screen, place the inverse video bar over the line that contains all the fields, 
immediately after the column headings. The bar should have a width of 1 when is pressed. 

Sort Fields 

Move the cursor over the C L R S SI F I C R TI 0 N field and press 
Break Types 

Press QUmNni when the cursor is positioned beside the U L fi S S I F I U R T I U N field. Then 
press 
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Trends 

Y T D C 0 H S U L T I r-i G H iJ U R: S gUJ 

Y T D B Li S IH iE S S G I... i J i-I E ggjgg , gUJ 

T 0 T Fi L Fi M 0 U r-i T F' Fi S T D U E gggjg , gjg 

Defaults 

The following defaults are set on the [J IE F* Fi iJ L T S screen, after pressing gfjjg on the R E I*"' Q h!"!" 
F“ 0 R M Fi I screen. To enter defaults, press ^ ^ ’■■■' •*' ^ ^ ^ 

R r i n t e r a d i:::l r iii:- :::::Set this default to your printer address. 

F‘ r i n t e r t y p e Set this default to your printer type. Refer to appendix C. 

Humbe r o f copies i 1 
S t O p 1:J e t O 0 0 n j::* -iil Q s ! h-l 0 

F o r rn s i z e < L i n e s ) : 6 6 However, if you are using non-standard forms, this item should be 

changed to the number of lines on a form. 

F" r i r ■} t d 1 i i‘i i-:* s p e r p iiii ’;;;i e i 5 6 This setting should not exceed the previous default. 

b 1 H !< J. i r‘l 0 S D X ii::' S r’'l i'" iiii' C Cj I'" d "i: i !l. 
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LAYOUT 


FIELD 

SELECTION 


PICK COMPUTED 
FIELD FIELD 


PICK 

FIELD 


CONSTANT 


DEFINITION PRINTING 

FILE/80 
Program 
Disc #3 

o. 

o 


FILE/80 

- \ - 

OUTPUT 


REPORT LETTER LABELS 


SORT DONE 


FILE/80 
Program 
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o. 

I 



\ 

DATE 

\ T- 

DELETE I 

I 

MOVE 



FIELD 

FIELD j 

FIELD 

. I 


PUT 

PUT 

PICK I 

PUT 

1 

PICK 

FIELD 

FIELD 

FIELD I 

FIELD 

FIELD 


PRINT 

SPECIFICATIONS 

^ I 

PRINT DEFAULTS SEARCH EDIT 


SHOW 

COMPUTED 


PICK 

FIELD 


LETTER 

I 


PAUSE 


ABORT 
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r 

ASCEND 
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UNDO 


BACK SKIP DISPLAY PRINTER ABORT RESTART 
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SORT 

l 


DESCEND 
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UNDO 


LETTER Diagram 


























Section 5 


Generating Letters 




In this section you learn how to generate letters. The sample letter shown in the overview is defined and 
printed in this section. FILE/80 uses a different record in your file to print each letter. Letters can be up to 
60 lines long and have a width of 80 columns. Computed fields can be used on letters. You can also select 
which records in your file to print letters for, and then specify the printing order. To define and print the 
sample letter, you will need the following: 


• FILE/80 Program Disc #2 

• FILE/80 Program Disc #3 

• FILE/80 Demonstration Disc 


Discs containing the file for which a letter is specified must be on-line when the letter is defined. 


Use of FILE/80 Program Discs 

Only one FILE/80 program disc needs to be used at a time. Although you can load the FILE/80 
program from any disc, it is recommended you do the following: 

• To define or edit a letter, use FILE/80 Program Disc #2. 

• To print letters, use FILE/80 Program Disc #3. 

Whenever a disc not on-line is needed, FILE/80 prompts you to insert it. 


Introduction 


Letters can be printed for every record in your file or for specific groups of records. With the -i- E: fi K U H 
screen, you can choose groups of records from your file. Only those records satisfying the conditions you 
enter are used for printing letters. The LETTER output format for the CLIENTS file only prints letters 
for clients contacted later than 06/30/82, for example. Letters can be produced in a specific order, such as 
by zip code, when designated on the S 0 R T E D LET T E R screen. 


The definition of a letter starts when you enter a format name on the OU T F‘U T screen, such as MEMO, 
and press on the OUTF'U T TYF"'El screen. You can enter text anywhere on the letter. Fields 

are selected from the master form on the LETTER LRYOUT screen. You can position the field 
anywhere on the document by pressing the cursor keys. 
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FILE/80 displays the letter being defined on the ! T LH YOU T screen. This enables you to see 
exactly how the letter looks before it is printed. Because it is displayed in final form, the design of each 
letter is a paperless process. Enter text or fields on your screen the same way you want them to appear on 
the hard-copy letter. 


Letter Definition 


To define any output format, the file used to produce the letters must be accessed. To do this, you must 
first load FILE/80 and press [ RUN ] . A FILE/80 Program Disc needs to be in the default drive when [ RUN ] 
is pressed. To participate in the examples in this section, the FILE/80 Demonstration Disc should be 
on-line. When the F' I LE..‘’80 screen is displayed, press enter the name of the file you 

wish to produce letters from. To define the letter shown in the overview, the name CLIENTS should be 
entered. The password is HP. After pressing to verify that the list of MSUSs is correct, this 

screen is displayed. To begin the definition of an output format, press ^jQIQIlJ: 


Press [llUli 



tt F 1 L E/8 0 tt 
ial function key. 



FILE/80 Display 


Accessing Output Formats 

A format name is needed to identify your reports, letters, or labels on disc. This name can contain 
any upper or lower case letters or digits and has a maximum length of eight characters. 
Whenever you enter the name of an output format, FILE/80 checks to see if a disc file beginning 
with the name entered and ending with the characters. i is on-line. 

• If the disc file is present, then the F-’ F;’: I N T S F*' E C I F" I U H \ 1 U H o screen is displayed. 

• If the disc file isn’t on-line, the 0 U T F‘* U T I V F’ E screen is displayed. 

If you enter the name of an output format incorrectly, press ^ 

F-* i< 1 r-l I F h. C .[ F .1. li T I 0 H S screens to re-enter the name on the U U ! h' U \ screen. 
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The output format described in this section is identical to the LETTER output format stored on the 
FILE/80 Demonstration Disc. Since this disc must be on-line, a different name must be used. Any upper 
or lower case letters or digits can be used for a format name—maximum length is eight characters. To 
enter the name of a letter output format called MEMO, press these keys: 

Press ®CL)CM)® (endline) 

a 



FILE/80 Display 



FILE/80 displays the 0 U T f“' U T T Y F' E.. screen. Press 
the definition of a letter output format. The L E T T E R 


LFTTF 


Son the OUTPUT TYPE 


F’ 0 F! v\ Fl T screen is displayed: 


screen to start 



FtLE/80 Display 
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These special function keys are provided: 


QOmOfi Pi'ess this key to enter fields and text on your letter. The L E T T E F! L Fl Y 0 U T screen is 
displayed. 

Press this key if you want your letters printed in a certain order. Up to five fields on the 
master form can be used to determine this ordering. When no order is specified, your records are 
printed in primary key order. 


ggijgg Press this key to clear the letter and display the 0 U T F* U T screen. 


Press this key to store the letter. The P R I i'l T S F' E C I F I C Fl T I 0 N S screen is displayed. 
This key doesn’t appear until at least one field has been placed on your letter. 


Letter Layout 

Letters are designed on the screen of your HP-86/87. The layout you choose depends on your application. 
In most cases, text suitable for everyone receiving the letter is entered. Fields can be placed on the letter 
for a personal touch. Either computed fields you define or fields directly from the master form can be used. 
FILE/80 provides a current date field also. By choosing the correct combination of fields and text you 
design a layout that makes each letter personalized and informative. 

Fields can be placed anywhere on your letter. You can place a maximum of 100 fields on your letter. Text 
can be entered anywhere on your screen. Up to 4,800 characters of text can be used. A listing of all the 
fields and text used for the sample letter shown in the overview is provided at the end of this section. 

To enter fields and text on a letter, press gSQllJQy on the LEl TTIE R F’OFJMFl T screen. This screen is 
displayed: 



QKHSn 


FILE/80 Display 
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It's easy to design specific letter formats with the L E T T E R L fl Y 0 U T screen. You enter text where you 
want it to appear on the printed letter from the keyboard of your HP-86/87 and use the screen to design 
the layout. You can select fields for your letter from the master form. 

These special function keys are available: 

Press this special function key to add a field to your letter. When you press , the 

FIELD SELECTION screen is displayed. Any field can be chosen from the master form 
with or you can begin definition of a computed field by pressing gjJQJIQSS * 

Note: When positioning fields on your letter, you should consider how FILE/80 justifies letters 
when they are printed. Details are provided under Use of Justify Mode, page 136. 

Press this special function key to include a date field on your letter. The P U T F I E L D 
screen is displayed so you can place the field in the correct location on your letters. If you put this 
field on your output format, the current date is printed on each letter. 


Press this special function key to remove any field on your letter. FILE/80 displays the 
DEILEiTE FIELD screen. You move the cursor over the field you wish to delete with ( END LINE] 
and press [ggg . If you press this key accidentally, press [I22S3J on the DELETE FIELD 
screen. 


Note: Details on removing computed fields are provided under Deleting Computed Fields on page 
103. 


roiEIJ Press this special function key to rearrange fields on your letter. The M U V E:. F I L L D screen 
is displayed. Position the cursor over the field you wish to move and press . When the 

F'UT F I ELD screen is displayed, you just move the field to the desired location with the cursor 
keys and press jjQQj . 


Press this key to clear the layout of your letter. 


yyjHIIU Press this special function key when you are finished defining the letter's appearance. The 
LETTER F" 0 R M Fl T screen is displayed. 


After pressing »you can choose the printing order of your records with , or you can press 

ninSIl to store the new letter output format on disc. FILE/80 prints your letters in primary key order 
unless you specify otherwise with gOyj . Since the printing order is included with your output format, 
this decision should be made before pressing . 
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Text 

When the blinking cursor appears in the information window of the Li ! i I . !■ Lli Y OU T screen, you 
can place text on your letter. Any non-control HP-86/87 keyboard characters can be used. Simply position 
the cursor where the text is to be entered and type it in. Text can be erased from your letter by moving the 
cursor over it with [ SPACE BAR ] or [ c^e ) . Text is also removed when a field is placed over it on the F’* U T 
F’ I E L.. [J screen. 

FILE/80 indicates the position of the cursor by displaying line and column counters in the title/feedback 
window of the L.1" 1" E F':! I.... h V 0 U 1" and F“’ i.j J F-'‘ I IE! L. I!j screens. The line counter ranges from 1 to 60. 
The column counter ranges from 1 to 80. Besides (T) and (T|, the following keys can be used to scroll the 
letter. When the letter is scrolled, the cursor moves with it but always stays on the screen. 

[ ROLL] Scrolls the letter. The cursor stays in the same column. 

( CQNT ) Displays the next 15 lines of the letter. The cursor stays in the same column. 

Note: If you hold ( SHIFT) while pressing these keys, the cursor and/or letter moves in the reverse 
direction. 


The closing paragraph of the sample letter contains one field. This paragraph begins on line 42 of the 
letter. Since this field is 10 characters long, 10 blank spaces are left for it. 


Location 


Text Entries 

Line 

Column 

‘T* O l.-i i" C C::: O 1.-I!"i X j:;- i" i:::' e r'i t •:::l t I 

42 

15 

10 SPACES for Fi C C: 0 U hi T F? E F“‘ field. 

42 

44 

ui cj i..-i .1. d i:::i i-::* P . 1 . s:;;* 3 ::::: i-:* d 

42 

54 

•i; Q p I" ri V :i. d e y i.i i. 1 :i. 11•“{ d e 1:i 1 . T ij :ii!: c:: F“i «:i:* d i.-i !l i-:* a r'i 

p p c:* :i. r'l X ri'i e r"i t 

43 

15 

v.i :i. X !‘''i U i*". hi .1. o i-" d i:::: a .1.1 i:j i..-i r o i' i- i c 0 'i: 

1 - S i:::i i:::i “ "j d "j • •• 4 -5 G 7 , 

44 

15 


A screen with these entries is shown on page 134. 


During the design of your letter, the size of the fields to be included should be considered. Each field has a 
specific length. Date and autodate fields have a predefined length of eight characters, for example. This 
length does not include the field name or any indicators, just the length of the field itself. Computed fields 
have a length of 12. 
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Fields 

Fields can be placed on letters to provide specific information from file records. FILE/80 has the 
capability to move text and fields on your letter so gaps don't appear in your letter when it is printed. 
When this capability is not used, fields take up the same amount of space as shown on the L E T T Erl R 
1-. Fl Y 0 U T screen. 

Note: Details on justification are provided under Use of Justify Mode, page 136. 

To place a field on your letter, press on the LETTEir? LFTy UUT screen. You can pick a field 

from the master form or enter an expression for a computed field. When is pressed, the F I E L D 

SEiLEECT IOH screen is displayed. To select the FiCCOUNT F^E-lF”' field from the CLIENTS master 
form, position the cursor over the li C C 0 U N T R E F‘ field with [ END LINE ] and press • 



FILE/80 Display 
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Note: 


Instructions for using the 


COMPUTE 


key for entering the expression of a computed field are 


provided under Computed Fields on page 101. 


After is pressed, the F‘ U T F I E L D screen is displayed. Use the cursor keys to place the field in 

the desired location. This screen shows that the flCCOUNT REP field has been placed on line 42, 
column 44 of the MEMO output format. The text on either side of the field was entered earlier in thir 
section. When the field is in the desired location, press jjjjj . 

Press jQUj 




After you press JlJj , FILE/80 displays the L E T T E R L fl Y 0 U T screen. Additional fields or text can 
be added to your letter. This screen shows the field and text entries listed at the end of this section have 
been placed on the letter. When all fields and text have been placed on your letter, press TKSWsfj: 
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Press Iggjjjjy 



Our firm is pleased to be able to offer the consulting 
area of Solar Engineering to our alreadg broad range 
of services. Dr. David filvordj. a recent graduate of 
the Solar Engineering program of the University of 
Hauaii has recently joined the staff of CHANEY, MANN, 
and HILL. We know that you can benefit from the services 
of Dr. Alvord in any new or existing projects that 
you consider integrating with solar power. 

Your account representative, , would be pleased 

to provide you with details. To schedule an appointment 
with Dr, Alvord, call our offices at 1-800-555-4567. 

Cordially, 


Bill Chaney! 



FILE/80 Display 


When is pressed, the L E T T EE R F“’ 0 R M fi T screen is displayed. If you wish to make changes to 

your letter, you can press to display the L £ T T E R L Fl Y 0 U T screen again. 

Moving Fields 

To move a field follow these steps: 

a. The L EE T T EE R L Fi Y 0 U T screen should be on your display. To display this screen, you can press 

on the L E T' T Ei. h! F"* 0 F*:! M fl T screen. 

b. Press . FILE/80 displays the M 0 U E FIELD screen. 

c. Place the cursor over the field you wish to move. You can press ( END LINE) or [ SHIFT] [ END LINE) to 
move the cursor. 

d. Press * 

e. The F"‘ U I F 1E::. L LJ screen is displayed. You can move the field by pressing the cursor keys. 

f. Press ymy . Any text under the field is erased. 

Note; If you press accidentally, then press [|QQ immediately. The field will stay in the same 

location. 
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Deleting Fields 

To delete a field follow these steps: 


a. 

b. 

c. 


The L.. E T T E R L R V 0 UI screen must be on your display. 

Press . FILE/80 displays the D E L E: T E F- I EL IJ screen. 


Move the cursor over the field you wish to remove. To move the cursor, press [ END LINE ) or ( SHI 
( END LINE) . 

Press . 


Note: If you press accidentally, press [Jjsjijgj on the DEILEiTE F'IElLLJ screen. No 

fields will be removed from your letter. 


Use of Justify Mode 

Justify mode eliminates blank spaces in fields on your letters by moving fields and text to the left. 
At least one space must be left between fields on a line for justification to occur. Leading and/or 
trailing blanks are removed from all fields. The justify mode makes all your letters appear as if 
they were individually prepared because no blank spaces appear around fields unless you put 
them there. 

Note: Text and fields are not moved from line to line, only towards the left in the same line. 

When justify mode is used, lines with no text are removed from your letter if they only contain 
fields that are completely blank. This is useful for foreign addresses with a variable number of 
lines, for instance. On the sample letter shown in the overview, the line containing the 
RDDFilEESS 2 field doesn’t appear in printed letters when the riUiJFJES d 2 field only 
contains blanks for the letter being printed. 

Here is the data used to print the letter: 

Field File Record Data 

U iJ v\ F‘ H N V Robinson-Douglas Inc. _ 

H Li 1.1 F:! b Li 1 51 Marsh Boulevard_ 

l-i l,..i L* !•':! b 2 S 2 _ 

U .1 i f H TE Boston, Massachusetts_ 

This is the arrangement of fields on the letter: 

HIHiHHHHBHHHHIIIHHHiiHli 
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Letter printed with Justify Mode: 

Cl i i f H„ Robinson 

R o I") j. n s o I) o l.i q ], a ]; n c 

5 :l. Mar «:>h B ouI bv ar cl 
B o s t o Mas a c h l\ sett s () 217 B 

Dear Cl 1 -f t , 


Letter printed without Justify Mode: 

Cl :i. -f 1 H.: Robi risen 

R o I::) i i" i o r i - D o ix ci 1 a s I n c; „ 

51 a r -iiiv h B o t.,i ]. e v a r d 

B o Ci t o n « M a s s a c j-'i ix s e 11 s 0 217 B 

Dear Cliif 


The following paragraph is taken from the sample letter shown in the overview. The name of the 
account representative is the R C C 0 U HI R E F*' field on the CLIENTS master form. This field is 
10 characters long. The text and field entries for this paragraph are shown on the LETTEih:; 
L Fi Y 0 U T screen on page 134. 

Y a ij r* c c c:) i n t r ep v" e s en t a t j v e M r .. {:•■ a s t „ w o ix d o p J eased 
t o }::) Y‘ a vi cie y a{\ wi. t h clet.a i s I o sc:hed 1 .1L <an ap}::)o:i, n t rnent 
wit h D r « A1 v o r" d ,, c: a ]. ;i. a ix r o f f i c e s a t 1 800--555-4567 


Another letter might look like this: 


Your accoijnt represerjt at i ve., Mr .. B1 ack ,, wonl d be pi eased 
t o p j'" D V i c;! e y a ix wit h c:l e t a i. I s.« T o s h e ci u ]. e a n a p p o i n t m e n t 
wi t h DrA1 vor d c a 11 our' o f f i c: es a t 1 -800*-555’ “4567« 


Even though the number of characters in the account representative's name can vary from one 
letter to the next, no blank spaces are printed even though they do appear in the field on 
individual records in the CLIENTS file. 
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FILE/80 gives you the choice of justifying your letters or leaving them just as you enter them by 
changing the Jus t i fy setting on the DE-FJ-iULTS screen. Justification is originally set to 
so if you want your letters justified you don't have to change it. If you change the 
J u S t i i y setting to N Cf then no justification is performed. 

If no justification was performed with the sample letter, then the closing paragraph would look 
like this: 

Y o IX !'• a i::: c o ix r 1 1 r e |::) r e e r\ t: a t :i. v e r, H r .. E. a <ii> t w q li :L J Id e p 1 ease d 

t (D |D r o V' i cJ e ■ y o ix w i 1 1"! d e t a i 1 <:;> « T a s c h e d i..i 1 e a n a |d p c:) i n t: m e id iv 
w:i. th Di--A1 vor'd « cal 1 our ai f i ces a t 1 .000-555.456 /.. 

Trailing blanks are present because the length of the field is 10 characters and the account 
representative’s name, Mr. East, only contains eight characters. 


Ordering Letters 


FILE/80 prints letters defined with letter output formats in the order you specify with the SOF?TIED 
letter screen. A blank master form is displayed in the information window of the SOF!TIED 


LI:” I i l:::h! screen. By pressing the special function keys and iSSSSffi select the 

printing order. To specify a printing order for your letters, you press on the L E! T T IE F! F" i.J F*:; M fi T 


screen. 


Note: If no printing order is specified, FILE/80 prints your letters in primary key order. 
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Press 





FILE/80 Display 


After you press , FILE/80 displays this screen. You move the cursor over the field you wish to 

order your letters by and press either [ggigjg or [j23SS3SS • designate the Z I C 0 D E::! field as an 
ascending sort field, press ( END LINE] several times to move the cursor over it. Then press [jggJJJT . When 
all sort fields have been specified, press . 



FILE/80 Display 

Note: Additional information on choosing sort fields is provided under Ordering Your Report, on 
page 107. 
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After you press ^ ^ screen is displayed. You can press [iJUJ if you are 

finished entering text and fields for your letter. When [IJjJJQ is pressed, your output format is stored on 
disc and the P F? I N T S F"‘ E. C I F*’ I C fl T I 0 N S screen is displayed for printing letters. 


Printing Letters 

The F“‘ R I N T S F*’ IE C I F' I C Fi T I 0 H S and L IE T J IE R screens are used for printing letters. The F”’ R I H T 
S F' IE C IF" I C Fi T I 0 N S screen is displayed when you press gfjjg on the L. I::;! T J IE F:; F- (!) R M F-l J screen. 
When you press on the F-‘ F? I H T S F" E C I F" I (!!• F! T I (j N S screen, the lE 0 F-!; T screen is displayed 

if sorting is necessary for your letters. Otherwise, the L IE IT E R screen is displayed. 

It is important to turn on your printer before pressing [ RUN ] when loading FILE/80. If you turn on your 
printer while FILE/80 is running, you risk damaging your files. You can use the utilities covered in 
sections 9 and 10 of this manual for restoring your files. When recent backup copies aren't available, 
restoring your files can be very time-consuming and in some cases only part of a damaged file can be 
restored. 



BIEOBClilBS 


FILE/80 Display 


The F”‘ F*:! I H F b F*' I:::. L 11- I C M T i (] N S screen enables you to specify conditions for the letters you wish to 
print. These special function keys are provided: 


gQgyj Press this key to display the LEETTEF: F'OIEMFiT screen. Your output format can be 
changed. Refer to Changing Reports, page 122, for details. 


DEPnULT 


! L i! 


5 Press this key to change defaults like the P r i n X e r add r ess or Fo r m 
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Press this key to select records for printing letters. The conditions you enter remain in 
effect from one session to the next. If you don't specify search conditions, one letter is printed for 
each record in your file. Refer to the SEARCH Screen Summary on page 86 for details. 

[Jgjijgy Press this key to display the 0 U T U T screen. 

Press this key to start the printing of your letters. The SOh::T screen is displayed if sorting 
is necessary. Otherwise, the L E TI IE R screen is displayed. 

Defaults 

Before printing your letters, you should check the D E F Fl U L T S screen to verify the proper defaults have 
been set. When you press {Tjmjjjjg , this screen is displayed. 


DEFfiULTS ** 


F o r rn a t ; IwiaiylM 


Please select the defaults you wish to CHANGE. 



To change a default, you move the cursor to the number beside the default and press gFgTJWl. The cursor 
can be moved by pressing [ END LINE] or ( SHIFT ] (ENDLINE) . When you press g|||[2g|, a prompt is 
displayed in the title/feedback window. You enter the new setting and press f END LINE) , When all defaults 
are correct, press ggglgi . The following default settings are possible: 

F“' r i n t 0 r a d d r 0 s s i FILE/80 originally sets this default to 701. 
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F' r i r’l X 0 r t y p e \ Refer to appendix C. 

Number of cop ies i 1 through 99 copies are permitted. FILE/80 originally sets this 
default to 1 . 


S 1 ; o p b e X w e e n p a 9 e s i YES, NO. FILE/80 originally sets this default to NO. If this item 
is set to YES, then you must press SjISjQSQyj to resume printing after each page is produced. This 
allows you to print letters on non-continuous forms. 


F" o r rn s i z e ( L i n 0 s ) i 1 to 99 are permitted. FILE/80 originally sets this default to 66. This 
item should be set to the size of the paper forms being used in your printer. 

Jus t i f y ; YES, NO. The default setting is YES. FILE/80 will eliminate leading and trailing 
blank spaces in fields placed on your letter when this is set to YES. Refer to Use of Justify Mode, 
page 136, for details. 


Reuse so r ted 1 i s t i YES, NO. The default setting is NO. If you change this item to 
YES, no sorting is performed. Instead, the order of records is determined by a sorted list of records 
used for a previous output format. Any current sort fields or search conditions are disregarded. 



You must set this item to YES each time you want to use the sorted list. When you change this item 
to YES, a message is displayed giving the number of additions, updates, and deletions in your file 
since the sorted list was generated. If a valid sorted list doesn't exist for your file, then the 
F? e u s e s o i*' I: 0' ci !L i 0 : t default is not present. 


The sorted list is generated whenever the default setting is NO and the output format being printed 
has at least one sort field. Depending on the sort field(s), the sorted list can be generated at two 
different times: 


• A sorted list is generated when the S 0 R T screen is displayed after pressing 



• If the S 0 F:! T screen is not displayed after pressing UgQQj, a sorted list is generated during 
initial printing while the L EE T T EE F: screen is displayed. 


Note: If is pressed on either the S OF:! T or L EE T T EE R screens while the sorted list is being 

generated, the list becomes invalid. 
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The LETTER Screen 

When you press [igmj on the PR I NT SF'EEC I F I CfiJ I ONS screen, the printing of your letters 
starts. (The S 0 R T screen is displayed first if sorting is necessary.) When printing begins, the L E T T E R 
screen is displayed. A counter on the LETTER screen indicates which letter is being printed. As each 
letter is printed, it is also displayed on the LETTEF! screen. When printing begins, this screen is 



FILE/80 Display 


These keys are displayed when is pressed or after all letters are printed: 

HliniYSIIg Press this key to continue printing letters. 

[jyjU Press this key to edit the letter format. Instructions are provided under Changing Reports 
on page 122. 

Press this key to display the F- R I N T S1*“' IE C IF"' I C f\ T I 0 N S screen. 

[yjllgig Press this key to access other output formats. 

Press this key to end the session and return your HP-86/87 to calculator mode. 
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If you press 


PRUSE 


, this screen is displayed: 



Cliff H. Robinson 
Robinson-Douglas Inc. 

51 Marsh Boulevard 

Boston, Massachusetts @2178 

Dear Cliff, 

Our firm is pleased to be able to offer the consulting 
area of Solar Engineering to our already broad range 
of services. Dr. David fllvord, a recent graduate of 
the Solar Engineering program of the University of 
Hakiaii has recently joined the staff of CHRHEY, MfiHH, 
and HILL. We know that you cari benefit from the services 
of Dr. Rlvord in any new or existing projects that 
you consider integrating with solar power. 



FILE/80 Display 


The special function keys can be used as follows: 


CONTINUE 


_I Press this key to resume the printing of your letters with the next line. If the record 

counter has been changed, the printing starts with the letter specified by the counter. 


Press this key to decrement the record counter. This key allows you to make additional copies 
of specific letters. 


g3ll Press this key to increment the record counter. This allows specific letters to be skipped. 

Press this key to change the DIEiF'L.FiV IS 0N/0F“f“" setting on the Lb fTEih! 
screen. This determines whether or not letters are displayed on the L t i I b. h! screen. 

[ggJJQgg Press this key to change the PRINTER IS UN/UFF setting on the LETTER 
screen. This determines whether or not your HP-86/87 sends information to your printer. 


Note: You cannot turn both the display and printer to 0 F' F". 
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Press this key to display the keys described following the L h I 1 L h! screen on page 143. 
Press this key to print letters over again starting with the first letter. 

n 


o 
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CLIENTS File Output Format: LETTER 


Fields 


These fields can be added to a letter using the LETTER Lfi Y D U T screen. The location of each field is 
indicated by the line and column counters. 


Date field obtained by pressing [1T[T11 


Line 

21 

Col, 

15 

FIRST HflME 


25 

15 

MIDDLE INITIRL 


25 

31 

LAST HflME 


25 

34 

COMPANY 


26 

15 

ADDRESS 1 


27 

15 

Fl D [) F! E S S 2 


28 

15 

CITY./ST ATE 


29 

15 

ZIP CODE 


29 

47 

FIRST NAME 


31 

20 

ACCOUNT REP 


42 

44 

Text Entries 

CHANEY, MANN, AND HILL. 


12 

30 

C o n s u 1 1 i n g E n g i. n e e r i;!? 


13 

31 

2 2 b U U 8 rri C:l S ri f*'l V »{::• !''‘i U li:-' .1 L-. 0 :ii:: H Ti 9 S 1 S .1 L* 1 i f 0 f“ r‘l i ."j !n:’ Li i::!i 

!!:5 

15 

15 

. 


25 

32 

De-ar 


31 

15 

.. 


31 

35 

U U r fir ni is pi 0 -ilil :::• d t Cli ti I:!!i i t f f 0 1 '" t Fl 


33 

15 

consu 1 ting 

a r 8 a o f b o i ••■■i r IE! n •;;;! i l•’'l !•“ i l•“l 9 1 0 0 i-i r a 1 r ci d '-1 t:* r 0 -iiii 

r' -iiii g 0 

34 

15 

0 f 0 r V i C i:::' S . Li T • I.J a V id fil V 0 r d .1 a r* S C >!:•• l"! t '9 l*" ••■il d ij -“ii 

t s c* f 

35 

15 

t h e S 0 1 a r E n g i n e h? r i n g p r o g r .hii m o f t h e U n i v e r sit y 

0 f 

36 

15 

H a w a i i h a s r 0 c: 0 ri f 1 . '-i -J 0 i. I’l *••:* d t t -iiii f f 0 f U H f\ H Ei Y .. 

MANN, 

37 

15 

a r I d H I L L • W k 11 U I: |■”l ■;::1 t M U i -4 L. .::j I’ \ Ej «::* I' } hn* f i 1. f t U Ii ! til 

0* 

38 

15 

s 0 r V i c 0 ::=• 

o f Dr, A 1 o r d i n -3 n y n e w o r e x i s t i n g p r o ...i e c t s t 

h a t 

39 

15 

y o i..-i c c« n s i d 0 r i n i: !=:« 9 r t i ri 9 u? i t h :i:i: c:* 1 .:::i r p i;::« i.-j !•“. 


40 

15 

Y 0 u r a c c 0 l4 ri t r 0 p r 0 s «=? ri f s i: i. .. 


42 

15 

W u L-l 1 d b «:!• p ]. a 0 'd 


42 

54 

10 p I-" 0 V i d 0 c:i i..-i b.i :l t ri d >!::• X i Is , T Q s c: h »=•' d u 1 s 01 r*i 


43 

15 

a p p 0 i n t rn n f 

y 3 . t h I.J j■“, 1™! 1 0 1 *“ d .1 c a 1 !L c« u r 0 f f i c t !l. d i:::i -j Li 

*4 L« '0 r' 1 

44 

15 

C 0 r d i a 11 y.. 


46 

15 

Bill C- 1 -"} a n 0 y.. P r «-•> s i d 0 * ri X 


49 

15 
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Sort Fields 

ZIF- CODE 

Defaults 

These settings are entered on the D E F fl U LIS screen after pressing on the LETTER F 0 R 1*1 Fl T 

screen. When the PR I HT SPEC I FI CAT I OHS screen is displayed, you can press [ijmjjjg to 
display these items: 

P r i n t e r a d d r e s s Set this item to the address of your printer. 

P r i n t e r t ':::i p e Refer to appendix C. 

N u m b e r o f c o pies; 1 
s, S t o p b e t w 0 0 n F' -rj gas \ A 0 

F Q r m size (Li n e ) i 6 6 If you are using non-standard forms, this item should be changed to 
the maximum number of lines that can be printed on a page. 

Jus 1; i f y : VES 

R! 0 * u s 0 sorted 1 i s t i hi U 

Search Conditions 

These conditions are entered after pressing [ililTIl on the LbTTER FUFiHFl f screen. When the 
P RI H T b P E C I F I C ATI 0 N S screen is displayed, press When the bEiFlRUH screen is 

displayed, move the cursor over the L A b f C U H T A U f t U field. 

Enter the date 06/30/82 and press [SS||Q|[]i • Next, press g. Since this is the only search condition, 
you can press gQQIgj. The F‘ F! I N T S P E C I FI C A T I 0 N S screen is displayed. When letters are 
printed, only those records with a date later than 06/30/82 in the LAST CONTACTED field will be 
accessed. 
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DEFINITION 


PRINTING 


REPORT 


OUTPUT 


LETTER 



LABELS 


LABEL DIMENSIONS 


HEIGHT WIDTH 


FIELD 

SELECTION 


LAYOUT 


CM 

T 

DATE 

FIELD 


PICK 

FIELD 


PUT PUT 
FIELD FIELD 


DELETE 

FIELD 


SORT 


PICK PICK 
FIELD FIELD 


MOVE 

FIELD 

j 


CONTINUE BACK 


DONE 


PRINT 

SPECIFICATIONS 


PUT PRINT DEFAULTS 
FIELD I 

LABELS 

1 


SEARCH EDIT 


PAUSE 


ABORT 


SKIP 


DISPLAY PRINTER ABORT RESTART 


SORT 


ASCEND 

I 

UNDO 


DESCEND 

I 

UNDO 


LABELS Diagram 
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Printing Labels 


In this section, examples show you how to define and print the sample labels shown in the overview. You 
will need the following: 

• FILE/80 Program Disc #2 

• FILE/80 Program Disc #3 

• FILE /80 Demonstration Disc 


Introduction 

To complement your letters, FILE/80 provides you with a simple and easy to use format for printing 
labels. Labels are designed on the screen of your HP-86/87. Whether you're trying to reach a particular 
group of clients with letters, mailing packages, or managing an inventory, you'll find the label output 
formats possible with FILE/80 a convenient answer to your needs. 

The use of labels can help you perform a variety of reporting tasks in a more efficient and timely fashion. 
When information on a new client is added to your file, for instance, new labels for mailing or 
identification purposes can be printed instantly. When you update a record in your file, the new 
information reaches your clients—accurately. This is because the same information is used to produce 
your reports, letters, and mailing labels. 

The label output formats of FILE/80 are easy to change. Choosing new fields for a label is handled the 
same way as in the original label design. In addition, the printing order of labels can be easily changed. 

Use of FILE/80 Program Discs 

It is only necessary to have one FILE/80 Program Disc on-line at a time. When you are defining a 
label output format, use FILE/80 Program Disc #2. When you are printing a label output format, 
use FILE/80 Program Disc #3. However, you can load FILE/80 from any of the four Program 
Discs. When a disc is needed that isn't on-line, a message instructs you to insert it. 
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Label Size 

Before entering text or selecting fields to define the appearance of your label, you key in the 
dimensions (inches or centimeters) of the labels you're planning to use. To enter the dimensions 
in centimeters, press QQQ .Most label suppliers print these dimensions on the label package. If 
you are entering dimensions in inches, round the label height to the nearest half-inch. For 
example, if your labels are IVie inches high and 4 inches wide, then you would enter the 
dimensions 1.5 by 4 inches. The screens and keystrokes in this section describe how to specify a 
1.5 by 4 inch label. FILE/80 supports label heights from 0.5 to 3 inches and label widths from 2 to 
5 inches. In centimeters, these limits are 1.3 to 7.6 for the height and 5 to 12.7 for the width. 

Note: To insure the printing of all text and field entries on the label surface. It is recommended that no 
entries be made in lines or columns adjacent to the edges of labels. With 4-inch wide labels, data in the 
rightmost column of the print-line can be truncated if the L a b 8 1 1 ::-: a C r Osetting is i:::!. 


The following steps are required before defining a label: 

• Load the program from FILE/80 Program Disc #2. The disc(s) containing the file you are defining 
the output format for must be on-line. In addition, disc space for storing the label output format 
you'll define must also be available. The file for which a label is defined must be on-line. To define 
the sample label shown in the overview, use the FILE/80 Demonstration Disc. This disc can also be 
used for storing formats. After pressing [ RUN) , press [yjmmU . 

• Enter the file name and password (optional). For the examples in this section, you should enter the 
file name CLIENTS. The password is HP. Verify the MSUS of each drive on-line when the MSUS 
table is displayed. When each MSUS in the table is complete and correct, press 

FILE/80 displays this screen. It is possible to make other changes to your file before defining the 
dimensions of a label. Whenever the following screen is on your display, you can press [mimu to access 
an old output format or define a new one. 


Press gggiQj 




la MkimJinii H iarwMiife Ql 


91 


FILE/80 Display 
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Accessing Output Formats 

Output format names are needed to identify disc files. The format name can contain any upper or 
lower case letters or digits and has a maximum length of eight characters. Whenever you enter 
the name of an output format, FILE/80 checks to see if a disc file beginning with that name and 
ending with the characters _ L is on-line. If the disc file is present, FILE/80 displays the h’ k 1 H i 
SF’EC I F' I CRT I ONS screen. Otherwise, the OUTPUT TYPE screen is displayed. You can 
press [Qgjjgj on either screen to re-enter the format name. 


Defining Labels 

Before printing labels, you define them with label output formats. Each output format contains your text 
entries, any fields you selected from the master form, and the printing order of the labels themselves. 
Each label format has its own name, just like the letter and report formats covered in sections 4 and 5. 
Enter MAILING for the name of the output format. 

Press ®®OCDO®© [ END LINE) 





FILE/80 Display 


Since this name doesn’t match any of the output formats already stored on-line, FILE/80 assumes you 
intend to define a new format and displays the U U [ P U \ T Y P L screen. The special function keys of the 
0 U T P U r screen can be used as follows: 


DUMP RL 


I Press this key to produce a master form summary followed by copies of each record in 
your file. You can view these on the screen or print them. Instructions for using this key are provided 
under Use of DUMP ALL on page 94. 


[|gj23j Press this key to display the F I L E 8 0 screen. 
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To choose a label output format type, do the following: 


Press 


LABEL 



FILE/80 Display 


Entering Dimensions 


The default size for a label is Height i y inch and Width! inches. To change these 
dimensions, you press the keys ggoOi or on this screen. To use the MAILING output format to 

print labels on I'Me by 4-inch label stock, change the height of the label from 1.0 to 1.5 inches and the ( ) 

width of the label from 3.5 to 4.0 inches. The f s^pa^ce ) key can be used to edit each entry before pressing 
[END LINE) . 


Note: If you are using centimeters for label dimensions, press before entering the height or 
width. When you press , the default dimensions for centimeters are displayed. These are 3.8 for 
the height and 8.8 for the width. The key now shows . If you press QQ , the default 
dimensions for inches are displayed. 


Press [JBQSI CDQ® (end LINE) 


NT DTI 


(D ( END LINE) 



FILE/80 Display 
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When you press > FILE/80 displays the L H B E L F 0 R M fl T screen. 


Converting Dimensions 

FILE/80 uses the height and width dimensions you enter to draw a label on the information 
window of the L RI3 E L L R Y 0 U T screen. The number of lines and columns on the label match 
the dimensions just entered. The following conversion factors are used: 

Height: For each inch you enter in label height, FILE/80 places six lines on your label. This 
means labels between 3 and 18 lines can be printed since the limits on label height are V 2 and 3 
inches, respectively. 

Width: FILE/80 uses 10 columns for each inch of your label. The column width of your label can 
range from 20 to 50 columns. 

For example, if a label output format is defined for a height of 1.0 inches and a width of 3.5 
inches, then the converted dimensions are 6 lines by 35 columns. 


Label Layout 


The format of a label is entered in a box drawn by FILE/80 on the LRBEL LRYOUT screen. The 
dimensions of the box are adjusted so the number of characters you can enter corresponds to the 
dimensions that were entered on the LRBEL D I MEHS I 0HS screen. When rjMnVi is pressed, the 
LRBEL F 0 R M R T screen is displayed. To specify the appearance of a label, press mOQIIj : 


Press mjjQQJj 



Bl 


FILE/80 Display 
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The following special function keys are provided: 

Press this key to specify the appearance of the label with text entries and fields. 

Press this key to choose the printing order for your labels. 

[IQgjgy Press this key to clear the output format and display the L ri i::J I:::. L. LJ1 MI:::. b 1 U I' l b screen. 


Text 

The L Fi H E L L Fi ’f' 0 U T screen is used to specify the appearance of your label and enter text. The cursor 
cannot be moved outside the boundaries of the label on the screen. You can use the ( SPACE BAR) , [ ipA &) , 
and cursor keys to position the cursor on the label. Text can be placed anywhere on the label from the 
keyboard of your computer. 

If you choose to sort your labels by zip code, you might want to indicate this by having them printed with 
the following text. Before entering the following keystokes, position the cursor on line 2, column 26 of the 
label on your screen. 


Press (Z)®C13G©(oD®CI)CiDCD) 




LABEL LAYOUT ** 


Format 


Line B Column 

Please select a special function key or enter text. 






FILE/80 Display 
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The following special function keys can be used: 

[JQU Press this key to add fields to your label from the master form. 

[■mil Press this key to place a date field on your label. 

DIMOni Press this key to remove fields from your label. 

[Qim Press this key to move fields already on your label, 
ggggj Press this key to clear your label. 

[|gg|gj Press this key when you are finished entering fields and text on your label. The 
L i i i • I i... F" Cl Fl M Fi T screen is displayed. 


Fields 

To select fields from your master form, press HHU on the LFnSEL LFlYOUT screen. FILE/80 
displays the F .1. L L IJ S E L E C T I 0 N screen with the master form in the information window. Up to 100 
fields can be placed on a label. Note that the choice of character fields is limited by label width. To select a 
field, move the cursor over the field you wish to select and press [ggg . 

For example, the F I R S T N fi II E field from the CLIENTS master form can be selected. Move the cursor 
over the F"’ I FiST NFiME field by pressing ( END LINE] several times and then press . If you move 

past this field, hold [SHIFT] down and press ( END LINE] to move the cursor in the reverse direction. 

Press 


Form lines |] -IE 


tt FIELD SELECTION 


F o r m a t : CEilSlSE 


RCCOUNTgi 


CHftNEY. MfiHH,. AND HILL 
Consulting Engineers 

CLIENT QUICK REFERENCE FILE 


PHONE - HI ^< ppni ) nnoi - iaana 


LAST MODIFIED OH_S 
LAST NAMEB^^^^HBH 
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Next, FILE/80 displays the F‘UT F i ELO screen. The text you entered earlier is still present on the 
label. Move the F I FiS T l-iFillE field with the cursor keys to line 4, column 6. The line and column 
counters indicate the position of the leftmost character in the field you are moving. 


Press ymi 




FlLE/80 Display 


When imil is pressed, FILE/80 displays the L Fl 13 E:. L L Fi Y O U T screen. Any text or fields currently on 
the label are displayed. If you press mi when the field is .over another field already on the label, a 
message is displayed. You cannot place one field over another. If you press |jm| when the field is over 
text on the label, the text is removed. 



After specifying the appearance of a label by entering fields and text on the L Fi 13 EE L L Fl Y 0 U T screen, 
you can press [IQSIJXI ‘ 
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Press 



FILE/80 Display 


Note: Additional fields and text shown on this screen are listed at the end of this section. 


After you press , FILE/80 displays the LABEL 


mm 


, and 


special function keys. 


FORMFiT screen. This screen has the 


You can make changes to your label by pressing jQggmj . The label is presented just as you left it when 
[i^ym was pressed on the L fi E5 IE L L A Y 0 U T screen. The following instructions tell you how to add 
a date field. Besides adding fields, you can move a field, delete a field, or change text entries. 


How to Date Your Labels 

Follow these steps to place a date field on your label: 


a. If the L Fi 13 E L L A Y 0 U T screen isn*t on your display, press OQUmj ^^e L A B t. L F 0 F! M li T 
screen to display it. 

b. Press QJJQ on the L A B E L L A Y U U 1 screen. FILE/80 displays the F‘ U T F I E L D screen with 
the date field on your label. When labels are printed, FILE/80 enters the current date. This is the 
date entered at the beginning of the session when printing occurs. All labels printed during a given 
session have this date. 
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c. Use the cursor keys to move the date field to the desired location. When the field is in the right 
location, press [gUj • The date field cannot be placed over fields already on the label. Press 
. FILE/80 displays the L H13 E L L Fi Y 0 U T screen with the modified label. 

Howto Specify Printing Order 

Follow these steps to designate sort fields: 

a. Press on the L H B E L F 0 R M Fl T screen. 

b. FILE/80 displays the S 0 R T E D L Fi 13 E L screen. 

c. Designate the sort fields by moving the cursor over the fields of your choice and pressing 

or . For example, to print your labels by zip code, press [END LINE) several times to 

position the cursor over the Z I F"‘ C U [J L field. Press . 

d. Press on the S 0 R T E D L Fl 13 E L screen. 

Note: For additional Information, refer to Ordering Your Report on page 107. 



FILE/80 automatically justifies fields on your labels so gaps don’t appear when fields on a label 
contain blanks. If you want fields and text to appear exactly where you entered them, change the 
J u s t i f y setting on the D E F’ h U L T S screen to H 0. 


When justification occurs, text and fields are moved to the left one space for each leading or 
trailing blank in fields on the same line. The spacing between fields and text entries on the line is 
preserved. You must leave one space between fields for justification to occur on a line. 

When a line contains no text and one or more fields, justification can occur between lines. For this 
to occur, all fields on the line must be blank. These blank lines are not printed. Any remaining 
lines on the label are moved up a line. 

For more information, refer to Use of Justify Mode on page 136. 


Storing Label Output Formats 

Before any labels can be printed, it is necessary to store your output format on disc. To store a format, 
press [iQQS on the LRE:lEL h UKMFIT screen. Your format is stored on the first disc with sufficient 
space. After jIJiQg is pressed, the F‘ F:! I N T '6 F' E U i F 1 U Fi 1 1 U H Fi screen is displayed. 
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Printing Your Labels 

The !"■' F- 11'-! T S F' E C 1! F" I C f\ T I 0 rl S screen is used for printing labels. You can display this screen by 
pressing [ijijjjj on the I Mi M L i ■jJ nh l screen or entering the name of an output format on the 
0 U T F" U T screen that is already on-line. FILE/80 allows you to choose what records are used for printing 
your labels with the gjjjggj special function key. Printing of your labels begins when the 
special function key is pressed. 

Once printing has started, the « Fh :L. 1„ ..> screen is displayed on your HP-86/87. If you press [2|JJ2j » 
printing is interrupted and a new special function window is displayed. This window includes the 
keys [2132 and 3Sli enable you to move backwards or forwards through the records selected for 
printing. You can easily obtain multiple copies of one label or skip unwanted records in your file. 

Changes in the placement of text and fields on labels must be made to the output format itself. 
Instructions at the end of this section explain how to change text entries and move or delete fields already 
placed on a label. 

Setting Defaults 

Before printing your labels, it is recommended that you check the IJ11’■ M U L I b screen. You can 
leave the defaults the same or change them. To display this screen, press [igjjjljjg on the 

F’F:INT SFi;ECIFMi:C:FllMi:nNS screen. 



FILE/80 Display 
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Check the list of defaults on your screen. Be sure the printer address and type are correct. To change any 
defaults, move the cursor to the number beside the item you wish to change and press SFaJim . You can 

I, a message appears in 

G 


CHRNGE 


press [ END LINE ] or ( SHIFT) [ END LINE) to move the cursor. When you press 
the title/feedback window. Make the correct entry. When the list is correct, press 


nCCFF" 


The original default settings remain in effect until you change them. When you access the output format 
again, default settings remain unchanged from when was last pressed on the D E F fi U L T S 

screen. The following default settings are possible for label output formats: 


P r i n t e r a d d r e:iii: ! The default setting is 701. 

F‘ r i n t e r“ t y f* e l Refer to appendix C. 

H U m b 0 r o f c: C‘ p i 0 :i:i: i 1 through 99 are permitted. The default setting is 1. 

Lab0 1 S ac r 0;=:s 1 l through 4 are permitted. The default setting is 1. This default refers to the 
number of labels across a page. If you are using a single roll of labels, use the original default setting of 1. 

J u t i f y 1 YES, NO. The default setting is YES. Refer to Justified Labels, page 158, for details. 

R 0 14 s 0 s o r t e d 1 i s t l YES, NO. The default setting is NO. If you change this item to YES, no 

sorting is performed. Instead, the order of records is determined by a sorted list of records used for a 
previous output format. Any current sort fields or search conditions are disregarded. 

You must set this item to YES each time you want to use the sorted list. When you change this item to 
YES, a message is displayed giving the number of additions, updates, and deletions in your file since the 
sorted list was generated. If a valid sorted list doesn^t exist for your file, then the K0US0 so r t 0d 
1 i s t default is not present. 

The sorted list is generated whenever the default setting is NO and the output format being printed has at 
least one sort field. Depending on the sort field(s), the sorted list can be generated in two different ways: 


• A sorted list is generated when the S (J R T screen is displayed after pressing ggjQlj . 


• If the S U hi T screen is not displayed after pressing ggOgg, a sorted list is generated during the 
initial printing while the L fl B E L S screen is displayed. 


Note: If is pressed oneitherthe SORT or LflISELS screens while a sorted list Is being 

generated, the list becomes invalid. 



Section 6: Printing Labels 161 


Choosing Records 

To choose which records are accessed to print your labels, you can press the special function key 

on the F’ F: I I'-i T :3 F’ lE C IF"' I C Fl 11 0 H S screen. The conditions you enter on the S E Fi R C H screen 
determine which records are accessed to print labels. You can refer to the SEARCH Screen Summary 
on page 86 for details. The conditions you enter on the SEFiFJCH screen are ''remembered” from one 


session to the next. 



How to Print Labels 

Turn on your printer before loading the FILE/80 program. If you turn your printer on while the FILE/80 
program is running, your files can be damaged. Instructions for recovering these files are provided in 
sections 9 and 10 of this manual. In some cases, only part of a file can be recovered. 

Press ggJQj on the RR I H F :l:IPLU 1 F I UH 1 i UHS screen to start printing labels. The LFlBELS 
screen is then displayed. When you specify a printing order with the SOF! TEED LFiEiiEEL screen and 
sorting is necessary, pressing displays the SUF:! T screen. If sorting is not necessary, printing 

begins as soon as you press 



MAILED 8 / 1 2 8 2 


PRE-SORTED 


Cliff Robinson 
51 Marsh Boulevard 
Boston.. Massachusetts 


Howard L o o d m a n 
Goodman Building 
2350 Rider 
Norfolk^ Virginia 
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Notice the record counter in the title/feedback window. This indicates which record is being printed. You 
can press IgiQj to display the following special function keys. If gglgj or [ggiJSj are pressed while 
labels are being printed, then the current line of labels is finished before printing is stopped. 


The following special functions keys are displayed when [2233U pressed or when all labels are 
finished printing: 


CONTINUE 


Press this key to resume the printing of output. 


yiQQ Press this key to edit the output format being accessed. Refer to page 163 for instructions, 
gjmg Press this key to display the F' R I H T S P E C I F IC R TI 0 H S screen. 
ggggUj Press this key to access file records or another output format. 


Press this key if you are finished using FILE/80. 


The special function keys of the L R B E L S screen give you several options. You can reprint labels or skip 
over labels selected for printing. If you press BSSEi > these keys are displayed and the printing of labels 
is temporarily suspended. 


CONTINUE 


Press this key to resume label printing with the record indicated by the record counter. 


QQjm Press this key to decrement the record counter. This key allows you to make additional copies 
of the same label. 


^1221 Press this key to increment the record counter. This allows specific labels to be skipped. 


Press 


PKINIE 


[J Press 


your printer. 


this key to specify whether or not labels are displayed on your screen. 

this key to specify whether or not your HP-86/87 sends printing information to 


Note: You cannot turn both the display and printer to OFF. 















Sections: Printing Labels 163 


[mjjjmj Press this key to display the special function keys described under pressing gjjjjjy earlier. 


Press this key to print all labels over again, beginning with the first label. 


Changing Labels 

Any characteristic of an output format can be easily changed. First, you load the FILE/80 program and 
press (RUN] . After you press IIMIVMTO , enter the file name your output format is stored under. This is 
the same file you were accessing when defining the output format. Then, press [mumu on the 
FILE 8 0 screen. Enter the name of the output format when the F 0 R M T H Fl II IE prompt appears in 
the title/feedback window. Next, press on the PRI H T S P E!C’ I F" 1 il* fi T I (] hi SJ or L F^ B E L S 

screen. FILE/80 then asks you for the name of the new format—you have two options: 

When is pressed, FILE/80 asks you for the name of the new format. You have two options: 

• Enter the same name you entered on the OUTPUT screen. Your original output format is revised 
with the changes you specify. Only the revised version of the output format is stored on disc. 

• Enter a different name than the one entered on the 0 U T P U T screen. A separate output format is 
stored on disc. This output format is just like the original except for the changes you make. 

After entering the name of the output format on the PR I NT SPEC I F I CRT I OHS or LABELS 
screen, the LABEL FOR M A T screen is displayed. You can change the printing order of labels, change 
text entries, add fields, move fields, or delete fields from your label. 
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How to Change Text 

a. Press BiGQiQlJ I-’ I” screen. 

b. Use the cursor keys to move the cursor over the text you want to change. 

c. Press ( SPACE BAR) or ( spa& ) to move the cursor over the old text. This “erases” text from your label. 

d. Key in the new text directly from your keyboard. 

e. Press on the I f\ F"' F! L. L H VIJ U T screen. 

How to Move Fields 

a. Press on the L Fi Ei IE L F“' 0 R II Fl T screen. 

b. Press [jTiWi on the L ii B IE L L Fl V 0 U T screen. 

c. Position the cursor over the field you wish to move. 

d. Press on the M 0 W IE F- I IE L D screen. 

e. Use the cursor keys to move the field to the new location. 

f. Press IJjjU on the F’ U T F- I IE L D screen. 

g. Press SQ39SQ *'■'* ^ screen. 

Howto Delete Fields 

a. Press on the L Fi B IE L F” U h! M H I screen. 

b. Press lllii|kU| on the L Fl E:« IE L L H Y U U 1 screen. 

c. Position the cursor over the field you wish to remove. 

d. Press [JSS ^ I-’ screen. 

e. Press on the L Fi B I:::. L L Ii V U U 1 screen. 
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CLIENTS File Output Format: LABEL 

Dimensions 

Height: 1.5 inches 
Width: 4.0 inches 

Fields 

Date field obtained by pressing gyn 
FIRST NRIIE 
LAST NAME 
ADDRESS 1 
ADDRESS 2 
C I TV,••••STATE 
ZIP CODE 

Text Entries 

MAILED 
PRE-SORTED 

Sort Fields 
ZIP CODEg^Ug 
Defaults 

Defaults are entered by pressing [yjygjjyysj on the PRINT SPECIFICATIONS screen, after 
storing an output format on disc. 

P r i n t e r a d d r 0 a a Set this to the address of your printer. This should not be the same as any disc 
addresses being used. 

F“‘ r i n t 0 r t y p 0 Refer to appendix C for the proper setting, 

N u m b 0 r o \ c c« p i s \ !L 
L a b 0 1 s •iiii c r o s s \ d 
Jus t i f y i VEIS 

h! 0 U S 0 S >J I’" t 0 Lii ]. !L t I i'-l i..J 

Search Conditions 

These conditions are entered after pressing gjjlOTI on the F’ h! I N T b P L U 1 F I U H T I U N S screen. 
Move the cursor over the L fi b f U U N T fl U T L [J field. Enter 06/30/82. Then press [SSSiQQQS > B » 
[lOOggi. Labels are only printed for records with an entry later than 06/30/82 in the LAST 
CONTACTED field. 


2 6 
2 26 


Line Col. 

2 13 

4 6 

4 22 

5 6 

6 6 

7 6 

8 31 


1 
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FILE/80 
Program 
Disc #4 

o. 


NAME 


NEW 

FIELD 


FILE/80 BACKUP RECOVERY 

I 

REDEFINE 

l 


PASSWORD 


FORM 


MOVE 

FIELD 


DELETE 

FIELD 


I—I I—I [ 

:LD I I II 


FIELD 

NAME TYPE LENGTH PUT PICK PUT PICK PICK 


RPPER 


INTFGE 


■[iimu 


flUTODATE 


SELECT KEYS 

I 


CHANGE 

FIELD 


FIELD 

NAME 


DONE 


CONFIGURE 


SIZE 


PUT 


SELECT KEYS 

i 


PRIMARY SECONDARY 


UNDO 


UNDO 


REDEFINE Diagram 



























Section 7 

Changing Master Forms 



Introduction 

FILE/80 gives you the capability to modify many characteristics of the master form. This process is easy 
because the same special function keys are used for changing the master form as were originally used 
when creating it with the CRE-ATE FORMS special function keys. Any text entries or fields on the 
master form can be changed. You can enter a new name and/or password for your file. Primary and 
secondary key designations can be changed. And as your application grows, the number of records in 
your file can be increased. This section tells you how to make these and many other changes to your files. 

The flexibility and ease of use offered with FILE/80 gives you maximum productivity from your 
HP>86/87. Compatibility between your actual application and the disc files supported by FILE/80 is easy 
to maintain. The REDErlFIHE screen enables you to make changes to every record in your file by 
changing fields and text on the master form or by reordering your file. 


n 


Instructions 

After making backup copies for the file you wish to modify, you can proceed to modify your original file. 
Keep the backup copies of your file in a safe place. In addition to providing a reserve copy of your files, 
FILE/80 may instruct you to insert the backup discs when changes are made to the size of your file. 
Adding fields to your master form or increasing the number of records in your file can also necessitate the 
use of backup discs. These changes can be very time-consuming. 

To change your file, load the FILE/80 program from FILE/80 Program Disc #4 and press [RUN] . Original 
copies of your disc files need to be in disc drives attached to your HP-86/87. (If space is available, a backup 
copy of your files can also be on-line.) Press gggjgjyg 



Making Backup Files 

It is required that backup copies of your files be made before and after each file redefinition. A backup 
copy must be generated just prior to each use of the REDEFINE screen. It is recommended that an 
extra backup copy be made to insure that a current copy of your files will be available should power to 
your disc drives be interrupted while using the REDEFINE screen. 

To make backup copies, you can use the BACKUP utility program stored on FILE/80 Program 
Disc #4. Another possibility is using the COPY command to manually backup each disc file. If 
the U U P Y command is used, it is necessary to use special names for all backup disc files. The disc 
file naming convention used by FILE/80 and instructions for using the BACKUP utility 
program are presented in section 9. 
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When the prompt requesting you to enter the file name is displayed, enter the current name of the file you 
wish to change. If the file has a password, it must be entered as well. After verifying the MSUSs, press 
on the F" I LE/'80 screen. 


REOrFINF 


Press 


REDEFINE 



aHnnam ai 


aEHXUBis ai 


FILE/80 Display 

Next, FILE/80 reminds you that backup copies are needed before redefining a file. Press ! 


FORM 


make backup copies or 
master form, press 

Press [|i]g2 


CONTINUE 


Q if you need to 

to display this screen. To make changes to the text or fields on your 



FILE/80 Display 
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This screen is similar to the C R R T L F 0 R M S screen covered in section 2. In addition to changing text 
or fields on the master form, the R E D E FI H E screen gives you the following options: 

[JJjJjJj Press this special function key to change the file name. The current file name is the one you 
enter after pressing on the F I LE.^‘80 screen. The next time you access this file, the 

new name must be used. If the original file has a password, it must be entered to access the new file. 

Note: File names can contain uppercase or lowercase letters or digits and have a maximum length of 
eight characters. 

Press this special function key to change or remove the password for your file. A 
prompt appears in the title/feedback window. To remove the password, just press [END LINE) . To 
change the password, enter the new password and press [ENDLINE) . Passwords can contain a 
maximum of 10 characters. 

To change any text or fields on your master form, press . You can remove, change, or 

enter new text. Field names can be changed and the length of fields can be increased. Fields can also 
be moved on the master form. In addition to changing fields already on your master form, fields can 
be deleted or added using the same special function keys available with the C h! E Fi T El F* 0 F? M S 
screen. 

If you want to change any primary or secondary key designations, press . The 

SIzLI:::.CT KIEV'S screen is displayed with the current master form in the information window. 
Any current primary keys are listed in the title/feedback window. You can also check the 
search/sort indicators for any primary or secondary key designations. To change keys, position the 
cursor on the field you wish to change and then press or gjjggjj. To clear key 

designations for any field, position the cursor over the field and press JTSTilj] . There must be at least 
one field on your master form for to appear on the F;! E D IE F" I NI:::. screen. 

myy Press this special function key if you wish to leave your master form the same and return your 
HP-86/87 to calculator mode. If you reloaded the FILE/80 program and pressed [ RUN] any changes 
made to your file with the F? IE D El F" I H E screen are not recognized—your file remains unchanged. 

Press mm when all the changes have been made to your master form, including any 
changes to your primary or secondary keys. After pressing ggjja , you can change the size of your 
file and use the special function key to execute mass storage commands. 

This screen is displayed after you press on the R E D E F I N E screen. This screen enables you to 

change text on the master form directly from your HP-86/87 keyboard. Any changes made to the master 
form on this screen are not permanent until QSm , on the R E D IE F 11 -I IE screen, is pressed. In other 
words, you can press [|SQ2SJ screen, make other changes to your file, and then 

press again to make additional changes to your master form. 



FILE/80 Display 

You can look over the master form with [ CONT ] and ( ROLL] . [ CONT ] displays successive 15-line segments 
with a 3-line overlap. [ ROLL) scrolls the master form line-by-line. To move the master form up on your 
display, press ( ^ONT ) or hold ( SHIFT) and press ( ROLL) . To move the master form downwards, press [ ROLL) 
or hold (SHIFT) and press ( CONT) . 

These special function keys enable you to easily change the master form: 

[jjm Press this special function key to add a new field to your master form. FILE/80 prompts you 
for the field name, type, and length. After defining the field, you position it on the master form with 
the cursor keys. When individual records in your file are accessed, new fields contain blanks. A zero 
is placed in each new numeric field. 

JTIini Press this special function key to move fields on the master form. These fields can be ones 
originally on the master form or fields added during the current session. Fields cannot be placed 
over text or other fields. When you move a field from one place to another, the entries for each file 
record remain intact. 

Any field currently on your master form can be removed by pressing When you 

press IQMMd . FILE/80 displays the DELETE FIELD screen. This screen lets you pick any field on 
your master form for deletion. Use caution when using the DELETE FIELD screen. When a field is 
deleted, the entries for each record in your file are lost. The field is not deleted until you press QQQ3 
the DELETE FIELD screen. If the field you are deleting is designated as a key, refer to page 177 for 
additional information. 
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When you press this special function key, FILE/80 displays the CHRNGEE F’llELD 
screen. After you select a field with the cursor, you press UJjJJI or QQ|. You can change the field 
name or increase the field length. When the size of a field is changed, the information entered on 
each record can be changed. Details are provided under Changing Fields, page 173. 

gmoQ Pressing this special function key tells you how many fields are currently on your master 
form. This total includes any deletions or additions made in the current session. FILE/80 displays 
this message in the title/feedback window. 

gjmj Press this special function key to see how many character equivalents are being used by 
fields, on your master form. Remember, the combined length of all fields on your master form cannot 
exceed 1,020 character equivalents. You can refer to the table of Character Length Equivalents 
on page 55. 

fsTlMgai This special function key can be pressed after changes to fields and text on the master 
form have been made. After pressing , additional changes can be made by pressing UjJgJ 

again. 



As a reminder, all changes to the master form (except file size) must be made before pressing QJiQQ . 
After pressing gjjjjg , enter the file size and press [ END LINE) . Then press to store the files listed 

on disc. After records are transferred, the F* I LE/’80 screen is displayed. This procedure is covered in 
section 2 and on pages 177-180 of this section. 


How to Change Text 

Text can be added to, modified, or removed from your master form. Press the IJjQl special function key 
on the R E D El F I N EE screen before entering text. Text can only be entered when the cursor is displayed in 
the information window of the F! El D El I N E screen. 

Adding Text: Position the cursor where text is to be added. Then enter the characters directly from your 
HP-86/87 keyboard. If you make a mistake, the ( s^pace ) or ( SPACE BAR ) keys can be used to “erase” 
characters from your display. 

Modifying Text: Display the text you wish to change in the information window. Position the cursor over 
the text that needs to be changed. Enter the new characters directly from your keyboard. 


Removing Text: Position the cursor so it is adjacent to the text you wish to remove. Move the cursor over 
the unwanted text with ( SPACE BAR] or [ s^p ace ] . 


If no additional changes need to be made to the master form, press [QggHIJ . If no changes to the keys for 
your file need to be made, press [0^11 . 


How to Add Fields 

Adding fields to your master form increases the storage requirements for your files. This can require 
using a new initialized disc for storing the “new” files. This can be very time-consuming. 
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a. Verify the R E D E F I H E screen is on your HP-86/87 display. 

b. Press JjjJ . FILE/80 displays the NEW FIELD screen. 


c. 


A prompt in the title/feedback window requests you enter the name (optional) of the new field. You 
can enter the field name and press [ END LINE] . Field names can contain any non-control HP-86/87 
keyboard characters and have a maximum length of 27. If you wish to omit the field name, press 
( ENdXine ) without entering anything. 

The following special function keys are presented for you to choose the type of the new field: 



\C\ jnRJI NTF GF Rjr LORI JCUKRr NC YJflUTO DHTE JORT rgnPO R 


Press the special function key to specify the type of field to be added to your master form. FILE/80 
displays the type of the new field in the title/feedback window. Press if you wish to change 

the field name. 

e. FILE/80 prompts you for the length of the field. Enter the length (in digits) from the keyboard or 
numeric keypad and press ( END LINE) . Use [ s^pa^ce ) to edit the field length before pressing [ END LINE) . 
You can refer to the Field Length Table on page 44. 


When you choose a character field type, the [JJgjJJjJJ key is displayed for entering a formatted 
character field. You can press to specify numeric or character positions in the field. As 

explained in section 2, formatted character fields allow FILE/80 to check for digits when records are 
added or updated in your file. Insertion characters can be entered directly from your keyboard. 

f. The [2J2 j special function key is displayed. The cursor keys can be used to move the field. When the 
field is in the desired location, press ||m| . 

g. FILE/80 then displays the REDEFINE screen. 

h. If you are finished making changes to the master form, press 

i. If you don’t need to change keys, press . 


Moving Fields 

When you change the position of a field on your master form, the information stored in the field remains 
intact. Any field on your master form can be moved. 


a. The REDEFINE screen must be on your HP-86/87 display. 

b. Press [Jgm . The M 0 W E FIELD screen is displayed. If is pressed accidentally, press 

ImU before moving the field. 

c. Position the cursor over the field you wish to move and press [mg . 

d. Use the cursor keys to move the field to the desired location on your master form. 

e. Press jjjJU . You cannot place the field over text or other fields. 

f. The R! E D E F I N E screen is displayed. 
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g. If you are finished making changes to the master form, press 

h. If the keys don’t need to be changed, press • 

How to Delete Fields 

Use caution when deleting fields. After a field has been deleted, the information stored in it cannot be 
retrieved. 

Note: When you delete fields, more space becomes available for storing other fields on the master 
form. You can press gJSSS b®^ore and after deleting a field to observe this change. 

a. The R E D E F" I hi E screen must be displayed. 

b. Press [IMYMQ . The D E L E T E. F- I IE L D screen is displayed. If [IMWSTi is pressed accidentally, 
then press ggjjaQ. 

c. Position the cursor over the field you wish to remove. 

d. Press [jJQS * 

e. The R E D E F I N E screen is then displayed. 

f. If you are finished making changes to the master form, press . 

g. If the keys for your file don’t need to be changed, press [JiJJg . 

Changing Fields 

Both the length and name of fields on your master form can be changed. The C H R N G E FIELD screen 
includes two special function keys, and , for changing these items. Because changing the size of a 

field can increase the overall size of your file, an additional disc can be needed when your ^‘new” master form is 
stored. Remember, you may only increase field size. 

a. The h! 1:::. IJ L F 1 hi L screen must be on your display. 

b. Press . 

c. Position the cursor over the field you wish to change with (END LINE) . 

d. Press .This screen is displayed: 

You can change either the name or length of the field selected with these special function keys: 

JJjJjm Press this key to change the name of the field. 
gJjQj Press this key to increase the size of the field. 

Press this key to select a different field for changing. 

e. Press either QQ^lI] or gljHJ . 
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f. 
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If you pressed [J[|TmT| in step e, you are prompted to enter the field name. Enter the new field name 


and press [ END LINE ] . 

OR 

If you pressed in step e, you are prompted to enter the field length. You can enter the new 

length and press ( END LINE ) . This length must be greater than or equal to the length already defined 
for the field. 

OR 

If you pressed and are changing a formatted character field, this screen is displayed. You may only 

append to formatted character fields and not change their current configuration. 



FILE/80 Display 


The above screen shows changing the length of the Fi C C U U l - i 1 field on the CLIENTS master form. 
To add another character position to the H U U U U H f field, press gjJUJ followed by (END LINE) . 

Note: Insertion characters can be entered directly from the keyboard. 


g. The F“‘ U T F- IE L D screen is displayed. 
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h. You can use the cursor keys to move the field (optional). This can be necessary if changes in either 
the length of the field name or the field itself cause overlapping with other fields or text already on 
your master form. 

i. Press gQ|j. 

j. The R E D E F- I H E screen is displayed. 

k. If you are finished making changes to the master form, press . 

l. If you don’t need to change any keys, press [ITilJTj . 

Changing Keys 

Changing key designations can cause reorganization of your files. Changing the primary key from unique to 
non-unique is an example of this. Changing key designations can be very time-consuming. To change primary or 
secondary keys for your file, press on the REDEFINE screen. Then the S E L E C T K E V S screen is 

displayed. 


Note: The time required for changing keys is only required when the new master form is stored on 
disc, after jjllisli is pressed. 





FILE/80 Display 
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To change keys, you move the cursor over the field you wish to change and press the appropriate special 
function key: 

Press this key to designate the field the cursor is over as a primary key field. The order of 
this field in relation to other fields selected for the primary key is indicated in the title/feedback 
window. A maximum of four fields can be designated for the primary key. 

gagjISQ Press this key to designate the field the cursor is over as a secondary key field. Up to four 
fields can be selected as secondary keys. 


[IJJJlJi] Press this key to clear the field the cursor is over. Both primary and secondary key 
designations are cleared. 

Press this key to change the primary key designation from unique to non-unique, or vice versa. 
The current designation is displayed in the title/feedback window. 


Press when each field on the master form has the correct key designation. The 

F*:! I:::. [J b. F 1 H l£ screen is displayed. 


Note: At least one primary key field must be designated for your file before it can be stored on disc. 

The following instructions show you how to reorganize your files by changing the fields designated for 
the primary key. These instructions detail changes to secondary keys as well. 


a. 

b. 


c. 


d. 


e. 


f. 

g. 

h. 


h 


k. 

l . 


m. 


Press [233£ ^^ ^ screen. The S E L- E C 7’ K E: 55 screen is displayed. 

Check the list of primary key fields in the title/feedback window. Identify the first field in the list 
you wish to change. This could be field number 2, for instance, if you didn’t wish to change field 
number 1. 


Move the cursor over the field with the greatest primary field number. 

Press ySDII] to clear key primary and secondary key designations for the field the cursor is over. 

Repeat steps c and d until all fields with a number greater than, and finally equal to, the field you 
identified in step b have been removed from the list in the title/feedback window. 

Move the cursor over the next field you wish to designate as a primary key field. 


Press 


Repeat steps f and g until all the fields for the new primary key have been designated. 


To designate a secondary key, move the cursor over the field to be designated and press 
Any secondary keys cleared in step d can be restored. 


SECOND 


Check over the list in the title/feedback window to verify that the order of the primary key fields you 
selected is correct. 


Press 


The R E: D E F’ I N E screen is displayed. 

If you are finished making changes to the master form and keys, press 


DON 


I 
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Effects of Changing Keys 

You should remember that keys are the organization linkage of your file and that any change to them 
will have an effect on your file as a whole. Some things to watch out for include: 

• Don’t delete all of your current keys and then add a new field as the only primary key. This will 
mean that every record in your file will be a duplicate as the new key will be blank. 

• Autodate fields as a part of the primary key are fine, but you should not designate an autodate 
field to be the only primary key. This will cause the date to be updated during the redefinition 
session with the current date and all the key fields will be duplicates. 

Always use caution when adding, modifying, or deleting keys; think through the results prior to the 
actual change and all should be well. 


Output Formats 

Depending on the changes to your file, the R e u s e s o r t e d 1 i s t default and/or all output formats 
defined for a file can become inaccessible. The following table indicates the results of specific file changes. 
When the R e u s e :=? o r t e d list default is invalid, the list must be regenerated the next time the 
output format is used. If the output format is marked invalid, then it must be defined and stored on disc 
again. When an output format or the Fleuse sorted list default is valid, then the change 
indicated has no effect. 


Effects of File Changes 


Type of Change 

Reuse Sorted List Default 

Output Format 

File Name 
Password 

Text 

Valid 

Valid 

Add Fleld(s) 
Delete Field(s) 
Size of Field(s) 

Invalid 

Invalid 

Key(s) 

Valid 

Valid (see note) 

File Size 

Invalid 

Valid 


Note: If a key field designated as a sort field is changed so it is no longer a key, then sorting will be 
needed the next time the output format is used. 


How to Change File Size 

Before changing file size, verify that all other changes have been made. After you press on the 

REDEFINE screen, only the maximum number of records can be changed. This number can be either greater 
or less than your current file size. However, you cannot specify a file size less than the number of records 
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already entered. If you decide to leave the size of your file the same, enter the old file size and press ( END LINE") . 
If you haven’t entered a number yet, just press ( END LINE) . 


a. All discs for storing the new file must be on-line. 

b. Press on the R IE! [J IE! F’ I N IE! screen. 

c. Enter the new maximum number of records from your keyboard or numeric keypad. This number 
cannot be less than the number of records currently entered in your file. 


d. Press [ ENDLINE] 


e. 


If the disc space on-line is not sufficient to store your file, a message is displayed. You can reduce the 
maximum number of records, press ^lj to cancel all changes, or use SSCBJEfiS ^^r executing 
mass storage commands. 

If disc space is available, then a tentative arrangement of files is displayed. 


EXIT 


is 


Note: The Qjm key is provided to cancel all changes made with the REDEFINE screen. If_ 

pressed, the file is corrupt (some files may have been purged by FILE/80) and all remaining related disc 
files should be purged by you. A list for the CLIENTS file is presented under Use of File Names on page 
188. Before it can be accessed, the original file needs to be recreated with backup copies. 


Choosing File Size 


Before storing your new file, FILE/80 automatically packs the disc(s) it will be stored on. This way, the 
maximum amount of space is always available for the new files. Then a tentative arrangement of your 
files is displayed in the information window. Two special function keys are provided: 

Press this key to store your new file on the discs currently on-line. If you still wish to 
change the number of records to be included in the file, do not press [ujumjij. 


If you wish to change the file size now displayed in title/feedback window, press 
FILE/80 prompts you to enter the number of maximum records again. 


IRBOR 


By pressing you can determine the maximum number of records that can be stored on the discs 

currently on-line. You can enter any number of records as long as it is greater than or equal to the number 
of records currently stored in your file. If no additional discs are required, the tentative arrangement is 
displayed as before. This means sufficient space is available on the discs you have on-line. 


To determine if additional records can be stored in the space available, you can alternately press gglQj 
and increase the maximum number of records. If additional records cannot be stored, a message is 
displayed to insert an initialized disc or purge unneeded files. If extra space is not available, 
press and reduce the maximum number of records. 


Finally, when a satisfactory arrangement of files is displayed in your information window, press 

gggm : 
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Press [gjjyjOy 



FILE/80 Display 


E3SS3il^ is pressed, FILE/80 stores your new file according to the arrangement displayed on the screen. 
This is when the backup copy of your file can be needed. If you need to insert a backup disc file, FILE/80 
displays a message requesting the disc file needed. You can remove FILE/80 Program Disc #4 to provide an 
additional volume of storage; do not remove any data disc(s), however. When the disc with the correct file has 
been inserted, press 

Note: If necessary, you can press Kjjjwmjjto obtain a disc catalog. Refer to section 8 for 
instructions. 

As FILE/80 creates your new file, it is possible that changes made to the keys of your file can cause duplicate 
primary keys. For example, if the primary key was changed from social security number to last name, then two 
or more records with the same last name are possible. 

If you have specified a unique primary key, the number of duplicates is indicated by a counter in the title/ 
feedback window of the REDEFINE screen. After the new file has been created and a unique primary key has 
been specified, FILE/80 lets you modify these records to eliminate duplicate entries in the primary key fields. 

Note: If you press during the creation of a new file, your file Is incomplete and therefore corrupt. 

You must purge all of the remaining disc files supporting this file. A listing of these files for the CLIENTS 
file is provided under Use of File Names on page 188. The original file can now only be accessed with 
backup copies. 
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When your new file has been created, this REDEFINE screen is displayed if you have specified a unique 
primary key and duplicate primary keys have occurred. Individual file records are displayed in the information 
window for updating. On this screen, you can change field entries and press eliminate duplicate 

primary keys. As each record is made unique, the counter in the title/feedback window shows the number of 
remaining duplicates. 


If necessary, position the cursor over the primary key fields and change specific entries to make a record unique. 
Changing the last character of an entry is often all that is required. Remember, primary key fields display a Q, 
or 0 in the key indicator. Press QQ333B after changing each record. 



RCCOUHlB^iPl-EEBS PH 0 M E _ ^^ EBB > 

CHANEY.. riAHN, AND HILL 
Consulting Engineers 

CLIENT QUICK REFERENCE FILE 


LAST MODIFIED 0 N _ ^ DB 



FILE/80 Display 


The following special function keys can be used: 

Press this key to display the original entries of the file record on the screen. 

Press this key to delete all the records with duplicate primary keys from your file. 
LaUMrUU Press this key to delete the record currently displayed. 


Press this key after making the primary key fields unique. The next duplicate record is 
displayed for updating. 
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When the redefinition process is complete, the FILE.■■■•80 screen is displayed. To return your HP-86/87 to 
calculator mode, press Depending on the changes that were made, tab settings and defaults for adding 

file records may not have been preserved. 

You now have a new file and, at this point, your backup copies are useless (except for archival purposes). New 
backup copies must be made before the REDEFINE screen can be used again. 

a 
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CREATE FORMS REDEFINE BACKUP 


CONFIGURE 


[MRS STQ 


—gijyj 


|PURGr| 


I—gjgg 




CONFIGURE Diagram 
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Mass Storage Commands 


FILE/80 gives you the capability to execute mass storage commands by pressing special function keys on 
the CuHF I GUF^i:::! screen. These commands enable you to perform necessary tasks while the FILE/80 
program is running. New discs can be initialized. Files can be copied or purged. The catalog of any disc in 
a drive connected to your HP-86/87 can be displayed. 


The C 0 N F" I G U k E screen is displayed when the gjjQJJJSSS special function key is pressed, 
mjjjjjgljj is displayed on the C F*:! b. I'-i ' F' [;■ F"’ iJ F^ M :5 , F-:; E. I;::! F“ 1 E. , I:::' f\ K iJ F”', i.... 0 f‘i LJ , and i.J L 0 i■•i ID 
screens. You can display the COHF" I GUF::E screen when you need to initialize new discs or to check 
exactly what files are stored on a particular disc. 


The commands have the same effect as if you’d executed them before loading the FILE/80 program and 
pressing ! RUN] . To execute a mass storage command, you press a special function key corresponding to 
that specific command. Quotes and other related syntax must be used—just as if your HP-86/87 was in 
calculator mode. 


For example, you press gyngig to get a listing of the files on a disc. FILE/80 then displays the 
command U l-i T H L 0 G with an inverse video strip in the title/feedback window. This strip can be used for 
an MSUS, such as " ; iJ?0 1 . When the command is entered, you press [ END LINE) . If you are finished 
executing commands, press gijjg . 


This screen is displayed when you press ; 



1\IMRS STi:iRB2 I CHTRLOG ■31 COPY ■4 1 PURGE ■'51 P R C K MS I I N I T ■ 7 D Ci N E 


FILE/80 Display 
183 
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The following special function keys are always provided: 


S Press this key to change the default MSUS location. 


cnini 0 


g Press this key to display a listing of files on a disc. You can press [ ROLL] or ( SHIFT] [WOLL) 
to scroll the listing. 

Press this key to copy disc files onto other discs. 

Press this key to delete any file on-line. 


puRcr 


Jjgg Press this key to pack all the files on a given disc. This causes larger contiguous spaces to be 
available for storing other disc files. 


Press this key to initialize a disc on-line. When a disc is initialized, all files stored on it become 
inaccessible. 


Note: This key differs from the system command. The volume to be initialized can only be specified 
by a volume name or an MSUS enclosed in quotes. 


[ITjlTQ Press this key after executing mass storage commands. The screen you pressed 
on is displayed. 


CONFIGU 


The special function keys you choose to use depend on what mass storage commands you are executing. 


The reason for pressing 


CONFIGU 


5 varies with the current screen. These include the C F! E fi T IE 


F“OF:!MS, F?EDEFINE, EiiflCKUP, LOf^D, and UHL0FU3 screens. For specific instructions on using 
mass storage commands, refer to the operator’s literature provided with your HP-86/87. 
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FILE/80 BACKUP RECOVERY 

I 

REDEFINE 


UNLOAD LOAD CONFIGURE 
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FILE 

FILE 

BACKUP CONFIGURE 

FILE 

NEW 

BACKUP CONfIgURE 

NAME 

MSUS 

MSUS 

NAME 

MSUS 

MSUS 



BACKUP Diagram 

















Section 9 


File Backup 




This section tells you how to protect your files by making duplicate copies of them. Instructions for using 
these duplicates—or backup—i\\es when your files become damaged or lost are included. It is 
recommended you familiarize yourself with the procedures in this section so you are prepared for 
restoring your files, should the need ever arise. 


Introduction 

Backing up files means making copies of them. Copies of your files should be made for safety reasons. The 
BACKUP program, stored on FILE/80 Program Disc #4, provides a convenient means of backing up your 
files. When backup copies are made, a strict naming convention must be used to assure that original and 
backup copies can be distinguished. 


It is recommended that you backup all the disc files maintained by FILE/80 to insure they remain 
accessible. If you frequently make updates to your file, then backup copies should be made more often. If 
your files become damaged, you could use the RECOVERY program (covered in section 10). However, 
using the RECOVERY program can be very time-consuming and in some cases only part of a file can be 
restored. If backup copies of your file are available, then the BACKUP program can be used to quickly 
regain access to your files. 


Use of File Names 

Depending on the size of your files, you might wish to copy the disc files maintained by FILE/80 
individually instead of using the BACKUP program. The C 0 P Y mass storage command can be used. 
These disc files are the same files listed on the C F! E Fl T E F’ 0 M S and F! E D E F” I H E. screens, just after 
entering the maximum number of records for your file. The name of each disc file partly depends on the 
file name you enter when accessing your file. If the file name you enter is CLIENTS, for example, then the 
following disc files can be present: 

Master Primary Secondary Data Output Format 

Form File Key File Key Files Files Files 
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Whenever you backup your files, all the files maintained by FILE/80 to support your application must be 
copied. Not all of these files may be present. However, each file that is present must be copied onto a 
different disc than the original is stored on. Either copy the files individually or use the BACKUP 
program. All the information FILE/80 needs for your application is contained in these files. You should 
only access these files with the FILE/80, BACKUP, and RECOVERY programs. 


BACKUP Naming Convention 

When backup copies of your disc files are made, two digits are added to the file name to 
distinguish the original file from the backup copy. This assures that no two files of the same 
name are on-line. When a backup copy of a disc file stored on hard disc is made, several backup 
files can be created. 


Original File Name 

CLIENTS^^R 

CLIENTS 1 


Backup File Name(s) 

CLIEHT.^J?01 

FILE^R01 

CLIENT^101 
CLIENT 102 
CLIENT"“103 
CL I ENT”"'104 


The digits 01 are appended to the name of the disc file when a backup copy is made. If the new 
length of the file name exceeds 10, then characters are removed from the file name beginning 
with the character to the left of the underscore. If necessary, additional characters are truncated 
from the end of the file name. In the case of C L IE N T S _ R, the S is removed. If the length of the 
file name and the two digits is 10 or less, then no characters are removed from the original file 
name. 


The truncation of file names can cause several unique file names to be reduced to duplicate backup file 


names. For example. 


SAMPLED l-LESniSAMPLE 0 2_L 


will both be backed up to 


SAMPLE_L01 


If this occurs, back the files up onto separate discs and keep a record as to which disc contains which 
original file. 


If you use the COPY command to make your backup copies, then you must follow the BACKUP 
naming convention. When backup copies are made for files stored on a hard disc, then the BACKUP 
program should be used. When there isn’t sufficient space for storing a backup copy on a flexible disc, 
then the digits 01, 02, etc. are used for storing each segment of the original file on flexible discs. 
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Making Backup Files 


The instructions that follow present a procedure for making backup copies of your file with the BACKUP 

program. It is recommended two copies of backup files be kept at all times. 

a. Execute the CRT command to identify each disc file used by FILE/80 to maintain your file. The 
exact names of the master form file, the primary key file, the secondary key files, the data files, and 
any output format files need to be written down for reference. When you record the file name, also 
record the MSUS of the drive it will be copied from. 

b. Initialize at least one flexible disc for each disc your original file is stored on. For files stored on hard 
disc, several flexible discs can be needed for backing up one large disc file. Record the current date 
on the discs. 

c. Load the BACKUP program stored on FILE/80 Program Disc #4 from the default drive. This 
command can be used: 


LORD "BRCKUP' 


Press [ RUN) . 


e. The BRCKUP screen is displayed. FILE/80 Program Disc #4 can now be removed to make room for a 
backup disc, if necessary. Insure that the backup disc is on-line and is not write protected. 

f. Press JQQjQQ . 

g. The following prompt is displayed on the U N L 0 R D screen: 

ENTER THE NRME OF THE FILE TO BE UNLORDED 

h. Refer to the list of files you made in step a for the name of a disc file and MSUS where it is located. 

i. Enter the file name without quotes and press [ END LINE] . 

j. The following prompt is displayed: 

ENTER THE MSUS OF THE DISC WHERE THE FILE IS 

k. Enter the digits of the MSUS you recorded for the file in step a and press f END LINE] . 

l. The following prompt is displayed: 

ENTER THE MSUS OF THE BACKUP DISC 

m. Enter the digits of the MSUS of the flexible backup disc and press [ END LINE] . 

n. The disc file identified in step i is copied to the flexible disc. 

o. If space is exhausted on the backup disc, a prompt to insert an additional initialized disc is 
displayed. When this occurs, remove the backup disc and insert the next disc you prepared in step b. 
Note which backup disc the file is continued on. 


Note: If an initialized disc Is not available, you can press QQJSSEES initialize a disc. 
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p. When the disc file identified in step i has been transferred to the backup disc, the B Fl C K U F"' screen is 
displayed. 

q. Repeat steps f through p until backup copies of all the disc files identified in step a have been made. 

r. Press on the B H U K U I*' screen when you are finished making backup copies. 


Using Backup Files 


To use backup files, you can run the BACKUP progam or use the C 0 F' Y command. If you use the C 0 F“’ Y 
command, the original file names presented under BACKUP Naming Convention described on page 
188 must be used. The BACKUP program automatically uses this convention. To use the BACKUP 
program for restoring your files, follow these instructions. 


a. Locate the backup discs and the list of file names recorded in step a of Making Backup Files on 
page 189. Be sure each backup disc was created during the same session. 

b. Load the BACKUP program stored on FILE/80 Program Disc #4 from the default drive. 


c. 

d. 


Press fRUNl . 


When the BRCKUP screen is displayed, press [j|iQy. You can remove FILE/80 Program Disc #4 now to 
make room for an additional disc, if necessary. Place the disc on-line and be sure that it is not write 
protected. 


e. The L 0 Fl D screen is displayed. 

f. When prompted, enter the name of a disc file from the list referenced in a. It is important the specific 
file name be entered. Do not use quotes. 

g. Enter the digits of the MSUS of the disc where the new files can be stored. 

h. Then enter the digits of the MSUS of the drive where the backup disc is located. 

i. If your file was segmented when the backup copy was made, you can be instructed to insert a 
specific backup disc file. 

j. The B fl C K U P screen is displayed. 


Note: You can press 
needed for the restored file. 


CONFTGU 


to purge unneeded files and/or pack a disc if additional space is 


k. Repeat steps d through j until the names of each disc file on the list have been entered. 

l. Press 

m. To access your files, load the FILE/80 program and press ( RUN) . 
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Section 10 


File Recovery 


This section explains how to restore your files if they become inaccessible and recent backup files are not 
available. If a power outage occurs when updates are being made to your file, for example, it is possible 
your file can require special processing before it can be accessed. Such files are termed corrupt The 
RECOVERY program can be used to “repair” your files when recent backups aren’t available. But in 
some cases, only part of a corrupt file can be restored. 


How to Recover Files 

These instructions explain how to use the RECOVERY program. All the discs containing the corrupt file 
need to be on-line while the RECOVERY program is running. 

a. Load the RECOVERY program from FILE/80 Program Disc #4. This disc should be in the default 
drive. You can use this command: 

LORD 'M-:::E:CCiyER'*r* 

b. Press ( RUN) . The F- EC0vE R Y screen is displayed. 

Note: If necessary, you can remove FILE/80 Program Disc #4 to provide an additional volume of 
storage. 

c. When prompted, enter the file name. 

d. If requested, enter the MSUS where the disc file ending with h: is located. For example, if the file 
name is CLIENTS, then this file would be L- L I L N 1 b _ k. 

e. If prompted, enter the password. 

f. Check over the table of MSUSs on-line. For your files to be restored properly, each volume where the 
corrupt file is stored must be present. 

g. Press [I2g|2j. 

h. Your files are restored. 

i. A message is displayed after your files have been restored. 


Note: Use of the RECOVERY program can be very time-consuming. Depending on the size of your 
files, the time required for restoration can vary from several minutes to several hours. 
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Appendix A 


FILE/80 Screen-Special Function Key Summary 


Whenever you are running the FILE/80 program, there will be a preformatted display on the screen of 
your HP-86/87. Each one has a name which appears in the title/feedback window. It is offset by double 
sets of asterisks like this: tt FiDD tt. These formats are referred to as screens. Following is an 
alphabetical listing of the screens available with FILE/80. Refer to page 201 for a listing of the special 
function keys. 

H [j ij 

Accessed by pressing the JJJJJ special function key on the Q U El F! Y screen. It enables you to add records 
to your file. The D D screen provides the special function keys , 

, and 


BRChaJF" 

Displayed when the BACKUP program is running. This program is stored on FILE/80 Program Disc #4. 
The purpose of loading this program is to create or use backup copies according to a naming convention 
required by FILE/80. The special function keys available on this screen are , 

and gyjQQSSS ’ 


BRERK 


Accessed by pressing the [2232^ special function key on the R E F“‘ 0 Rl T F"’ 0 R M F‘l T screen. It is used to 
designate sort fields as break fields. This determines when new pages or subtotals are printed on reports. 
(Subtotals are selected using the R E F' 0 R T T F;! El N D S screen.) The special function keys available on 


the B F*:! E R K 


screen are gJJJQgSS * ’ [QgiQj , and 


CHRHGE FIELD 

Accessed by pressing the W|T|1!]H1 special function key on the R EIJ E F 1 N E screen. It allows you to 
modify the name or length of a field on the master record. These changes affect every record in your file 
simultaneously. The special function keys available on this screen are , 

and [IQggg. 

L iJ M r U I El lJ h I h. L L.I 

Accessed by pressing the special function key on the FIELD '6 E:. L Ei U1 1 U N screen. It is 

used to enter an expression for computations that are performed for individual records in a report or letter. 
The special function keys available on the U U M P U T E U F 1 E L U screen are 

gjQQ, ggjijgij , and [ggjQg. 
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CONFIGURE 

Accessed by pressing the special function key on the CRlEEFiTE F'UF?MS, F?E:-DEFINE, 

BFiCKUF', LORD, or UNLOFiD screens. It lets you execute mass storage commands on an HP-86/87 
while the FILE/80 program is running. The special function keys available on this screen are 


CRENTE FORMS 

Shown after you press the [JUJiBSiIH function key, specify a date format, enter a currency sign, 

and enter the MSUSs of drives on-line. The CFNZFiTE F OR!MS screen is used for creating the master 
form. The special function keys are [2|QQ| > ’ [33SS ’ mmj and * 


When you press the special function key the [JJJJ , [|Qm, 

gggggy special function keys are provided. 


Qgjgg, runiiih. bot gy , and 


D E F H U L T S (for adding records) 

Accessed by pressing the SSjSIBE special function key on the F" I L E / 8 0 screen. It is used to make 
entries in fields that are automatically posted to forms displayed on the ft D D screen. The special function 
keys available on this screen are [gmgj. 

D E F" Fi U L T S (for printing) 

Accessed by pressing the jTjJjlJlJJg special function key on the PR I NT SF-TEC IF" I CFi f I DNS 
screen. It enables you to specify the printer address, printer type, number of copies, and other defaults for an 
output format. The special function keys available on the D Ei F* F'l U L T ‘i:;: screen are BJjjJjm » [ggjjgj , 
and . 

D E L. EIE 

Accessed by pressing the [IgSJQS special function key on the Q U E Fi: V screen. It allows you to remove 
records from a file. The special function keys available are ggjjjgg and 

DUMP FILL 

Accessed by pressing Li T F"’ U T screen. It is displayed while the master form 

summary and individual file records are printed. The and [iQJiQU enable you to control the 

printing of records. 

• If gUmj is pressed, the giJJ , and keys are 

displayed. 

• If is pressed, the gjmuygj , jgljjy , gyygg , , and [a^yy keys are displayed. 

FIELD SELECTION 

Accessed by pressing the special function key on the R! L H U F*:! F L H V U U i screen. It enables 

you to choose fields from your file records for printing in reports. The special function keys available are 
ggg, gjm QQT, and gQjjgy . If a report output format is being accessed, then the [JgUjQJJj key is 
also displayed. 
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FILE..-•80 

Displayed when you start a session with the FILE/80 program. After you press jjjjjmjo or 
[lliUMflm, you are prompted to enter the file name, an optional password, and the following 
information: 


If you press requested to select a format for dates, choose a currency sign, and 

enter the current date. Finally, you enter the printer address and the MSUS of each drive on-line. The 

, and special function keys are used to select the date format. 

Next, the character for separating the month, day, and year is selected by pressing one of these special 
function keys: 


• If you press requested to enter the current date and verify the printer address and 

the MSUSs of all drives on-line. The feUWEyi. . OSBBini, CEIIS, IMaTililMKd , 


and special function keys are then provided. 


Accessed by pressing the special function key on the F‘ K! I H T S F' E C 11“ I C Fl T I 0 N S screen. It 

allows you to interrupt the printing of labels. The gglgg and [jjgmj special function keys are available. 

• If you press , then the , |j]2SS > gyQ , , [ggQQQg , gJgjJgQ , and 

gjgQggg special function keys are provided. 

• If you press IjgiQg , then the glQ] [img, ggyj, , and keys are 

displayed. 

LFIBEL DIMENSIONS 

Accessed by pressing the jjjjsgyg special function key on the 0 U T F' U T T Y F-' E screen. You can enter 
the dimensions (height and width) for the label being defined. The special function keys provided on this 
screen include lymiij, [Qiim, iQggj , and mmini . The special function key is pressed to 
select metric labels. When label dimensions are in centimeters, the Q]^ special function key is displayed. 

LFIBEL Ful/MRT 


Accessed by pressing on the L Fl B E L iJ 1 M E N S I 0 N S screen. Also accessed by pressing 

on the L fi b: lb L„ or f”' F? I N T bi F"' E C I F ![ C- fi T 1 IJ N S screen. The appearance and printing order 
for your labels can be specified. The special function keys provided are [nmmi, gii3j > ggg ^ , and 

L- Fi El F L_ L H Y U i..J 1 

Accessed by pressing the mQjJJQ special function key on the L fi B E L F 0 R M Fl T screen. It allows you 
to enter text and arrange fields on the label. The special function keys available are Umj , [SSIl» 
yy^lSU.[iQQl. ,and [|gyjju. 
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INTEGE 


RUTODRTE 

1 ’ 1 

DRTE 


LETTER 

Refer to the L fi B E L S screen summary, 

LETTER FORM FIT 

Refer to the L Fl B E L F 0 F! M R T screen summary. 

LETTER LRYOUT 

Refer to L-. Fi B E L L fi V 0 U T’ screen summary. 

LORD 

Accessed by pressing QQjQ on the B f \C K U P screen. It is displayed when backup files are being used to 
re-create original files. The [SgSS ,aiisi| , and mjjjjjjjjg special function keys are provided. 

HEW FIELD 

Accessed by pressing the [JJJJ special function key on the C F! E Fl T E F" 0 R M S screen. It is used to define 
fields on the master form. At first only the special function key is provided. 

• After you enter a field name, the gjgg, 

and special function keys are provided. 

• If you press the gjgg special function key, 
provided. 

• If you press the [jjggjjjg special function key, the [SSfiSSfi BJBU special function keys 
are provided. 

• Then you position the new field on the master form with the cursor keys. The [mj and 
special function keys are provided. 

OUTPUT 

Accessed by pressing the special function key on the F • IL E ‘ 8 0 screen. Also accessed by 

pressing [ijjQmj on the D U11F' Fl L L, L Fl B E L S, L E T T E: F!, or R E: F-' 0 F! T screens. You are prompted to 
enter the name of the output format being defined or accessed. The special function keys provided are 

OUTPUT TYPE 

Accessed by entering the name of an output format that is not on-line. You choose the type of the output 
format with this screen. The special function keys available are > 4UUUE ’ 

[ggiQi. 

PRINT SPECIF ICRTIONS 


RPPEH 


! and 


special function keys are 


Displayed when MIIImJSIIU is pressed or the name of an output format on-line is entered on the 
UUFF"‘UI screen. It is also displayed by pressing on the kEF’'0F::T F"0ki1F1T, LETTER 

F” 0 F< M R T, or I- F^ B E L F- 0 F: M Fi T screens. Pressing on the D U M F‘ R L L, L Fi E« E L S, L E T T E. R, 

or k L F'‘ 01':! 1 screens also displays the P R. I N T S P E C I F* I C Fl T I 0 i-l S screen. This screen enables you 
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to select records for printing, to change output formats already stored on disc, and to start the printing of 
output. The special function keys provided are yQJj, |£S|]|ESE ’ ’ SUSlSj ’ JQyQyj. 

PUT FIELD 

Accessed by pressing on the F I E L D S E L E C T I 0 N screen or Q on the C U i1 F-‘ U 1 L U F 1 L LIJ 

screen. The f“‘UT F“' I IE Lu screen allows you to arrange fields on reports, letters, and labels with the 
cursor keys. The gQj and special function keys are provided. 

QUEF?Y 

Displayed when the special function key on the F" I LE.U screen is pressed. You can add 

records to your file or access records for displaying, updating, or deleting. The JJIJJ , , [jJQU, 

[£g|Sgjyy[g, m , JJJJjJg , and y2|Q3 special function keys are available. 

RECOyEF?Y 

Displayed when the RECOVERY program is running. This program can be used to restore files that have 
been marked corrupt The special function key is provided. 

lEEDEFINE 

Accessed when the special function key is pressed on the F"’ I L IE / 8 0 screen. It enables you 

to change the master form after it has been stored on disc, even if records have been added to your file. 
The QjQiQ , ’ BQSA ’ [2S& ’ UQU , QQQ9 and gjfiBEBS special function keys are 

available. 

• If you press jJjlSi ’ SQSS ’ , QSQQQI > , SSQQ I and 

[i^mj special function keys are provided. 

• If duplicate primary keys result from changes you make, then the ’ 

, and [Jggjgy special function keys are displayed when the revised file is stored on disc. 

F?EPijRT 

Displayed when IlglQj is pressed on the F"‘ R I |■■l T S F-' IE C I F IC f\ T I 0 N S screen when a report output 
format is being accessed. It lets you interrupt the printing of a report. The special function keys provided 
are [|i|Q£i and 

• If you press , then the , and special 

function keys are provided. 

• If you press , the , gJQQJlJ , and keys are provided. 


F*:! I:::. h'U F:! 1 F:iUUY 

Accessed when [lomgj is pressed on the F:; E F-' 0 R T L H Y U U T screen. It is used to select the headings, 
body, and footing for your report. The QJggglSB’ , and SSSSS function 

keys are provided. 
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REPOFIT FORM FIT 

Accessed by pressing the jSSSSM special function key on the UUTHUT 1 YHI:::. screen. Also accessed 
by pressing QQjQQ on the F'F: I NT SF'EC I F” I CFIT I OHS or REPORT screen. Every screen used to 
specify reports can be accessed from this screen. The special function keys provided are [UQIQlJ, yUUIJ» 
.{jggQQI, gQijgg , and . 


R E P U R T L ri '‘i‘* U ij 1 

Accessed by pressing the jjmjJIJjspecial function key on the F!EPOI\T 
enter text and arrange fields on your report. The [jmj , * |SQQ > 

and special function keys are provided. 


-OF:MAT screen. You can 

muaj, 


MnvriiDri nr 


REPORT TRENDS 

Accessed by pressing the special function key on the REF"'ORT F URMH ! screen. You can 

specify totals and statistics for fields in your report. The special function keys provided are ggjygj, 

[QQgQ, and [mmunj. 


MEn 

3 

MTN/Mn 


UNDO 


SERRCH 


Accessed by pressing the special function key on the Q U E f? V screen. Any record or group of 

records in your file can be retrieved. The special function keys available are 

[ggjjgj , and 202221. 


RELRTIOMlRnNGF 


^RNY CH 

£,| 

^MRTCh 


EORM 1 

I-! 

EORM ? 


If you press the 


RELRTIO 


J special function key, the and I 


function keys are provided. 

If you press the 22221 special function key, the 
function keys are provided. 


LO BOUN 


HI BOUN 

2 and 

UNDO RN 


special 

^special 


SELECT KEYS 


Accessed by pressing on either the CRERTE FORMS or REDEFINE screens. You can designate 

primary and/or secondary fields for your file. The special function keys provided are 
j, and I 


UNDDWUN I QUEIB;UMACCEPT 


SECOND 


SHOW COMPUTED 

Displayed when 22U2 is pressed on the C 0 M F' U T tZ 0 F I E L 0 screen. You can choose the computed 
fields for use in the expression being entered. The special function keys provided are and [ 


nnnRi 


SORT 

This screen is displayed when is pressed on the F‘F:! I NT SF”'EC I F 1 UH f I UNS screen. The 

screen remains on the display until all necessary sorting has been performed. The [QjjlQQ special 
function key is provided. 
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SGFiTED LfilSEL 

Accessed by pressing the special function key on the LfiBEL FORMRT screen. You can select 

up to five fields on the master form as sort fields. The special function keys provided are , 

SORTED LETTER 

Refer to the o U R TED L R B E L screen summary. 

SORTED REPORT 

Displayed when you press on the REPURT FijkMRT screen. You can choose up to five sort 

fields from the master form. These fields are used to order a report. When printing subtotals, any break 
fields must first be designated as sort fields. The , and 

special function keys are provided. 


Accessed by pressing the QJQg special function key on the FILE 8 0 screen. You can select up to 10 
fields on the master form for tab stops. When the ADD, DEFAULTS, FIELD SELECTION, 
SE AktH, and UPDATE screens are displayed, for example, you can press ( CONT ] or (SHIFT )( CONTl to 
tab forwards or backwards. The , gHjg , and [|gg|gj special function keys are available. 

UNLOAD 

Accessed when the BACKUP program is running. It is displayed when backup copies of your files are 
being made. The , and special function keys are provided. 

UPDATE 

Accessed by pressing the special function key on the QUERY screen. You can change data in 

fields of a file record. The special function keys provided are , 

and 


Special Function Key Summary 
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Keys 

Screens Provided On 

Functions 


CRERTE FORMS 

Clears the form being defined. 


DEFRUITS 

Cancels any changes to defaults. 


DELETE 

Saves a record from being deleted. 


DUMP RLL 

Stops the printing of file records. 


FIELD SELECTION 

Cancels selection of an additional field for a report, 
letter, or label. 


F I LE/80 

Displays the previous screen. 


LRBELS 

Stops the printing of labels. 


LRBEL DIMENSIONS 

Displays the OUTPUT screen. 


LRBEL FORMRT 

Clears a label output format and displays the 

LRBEL DIMENSIONS screen. 


LRBEL LRYOUT 

Clears the fields and text on a label. 


LETTER 

Stops the printing of a letter. 


LETTER FORMRT 

Clears a letter output format and displays the 

OUTF'LiT screen. 


LETTER LRYOUT 

Clears all fields and text on a letter. 


LORD 

Stops the retrieval of backup files. 


NEW FIELD 

Clears the field being defined. 


OUT F‘LIT 

Displays the F‘ I LE./SO screen. 


OUT'PUT TYPE 

Displays the OUTF'U T screen. 


PRINT SPECIFICRTIONS 

Displays the UUTF‘UT screen. 


PUT FIELD 

Removes the field being placed on an output format. 


REPORT 

Stops the printing of a report. 


REPORT BODY 

D isp 1 ays t he F? E:l F"' 0 T' 1.... fi ‘v' C.i U T scree n. 


REPORT FORMRT 

Clears a report output format and displays the 

0UTPUT screen. 


REPORT LRYOUT 

Clears all trends, fields, and text on a report. 


REPORT TRENDS 

Clears all trends on a report. 


S E fi R C: i-l 

Cancels any search conditions. 


SHUW UUMPU i 

Disp 1 ays the C 0 M f"‘ U T b D F~ I k. L I.J screen. 


SORT 

Terminates the search currently underway. 
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■nuTODniEi 


Screens Provided On 


SORTED LFiBEL 
SORTED LETTER 
SORTED REPORT 





UNLORD 


UPORTE 


REDEFINE 


REDEF I HE 


BRERK FIELDS 
CRERTE FORMS 


DEFRULTS 


DELETE 


LRBEL DIMENSIONS 


LRBEL LRYOUT 
LETTER LRYOUT 


QUERY 


NEW FIELD 
CHRNGE FIELD 


SORTED LRBEL 
SORTED LETTER 
SORTED REPORT 


NEW FIELD 


DUMP RLL 

LRBELS 

LETTER 




REPORT 


Mu D 

UPDRTE 


CONFIGURE 



Functions 


Cancels all sort fields for an output format. 


Stops creation of backup files. 


Displays the original record on the G 


Deletes all records with duplicate primary keys. 


Deletes the record with duplicate primary keys on the 


Adds the record displayed to a file. 


Selects the break fields displayed. 


Selects the text and fields entered on the master 
form. 


Sets the defaults displayed. 


Removes the record displayed from a file. 


Verifies that the MSUSs are complete and correct. 


Selects the dimensions in the title/feedback window. 


Selects the fields and text currently on an output 
format. 


Makes the changes displayed to a file record. 


Displays a blank form for entering information onto. 


Designates positions for a formatted character field. 


Designates a field on the master form as an 
ascending sort field for an output format. 


Selects an autodate type field for a master form. 


Selects specific records for additional printing. 


Adds a record to a file and then displays a blank form 
for adding one more record. 


Designates break fields for reports. 


Performs addition, subtraction, multiplication, 
or division operations on a file record. 


Displays the catalog listing of a disc on-line. 
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I 


I 


Keys 


Screens Provided On 


Functions 


CHnNCr 


DEFRULTS 

REDEFINE 


NEW FIELD 
CHRNGE FIELD 


CL tH 


IDD 


HiULTS 


TABS 


Selects the default setting to be changed. 


Selects fields on the master form to be changed. 


Selects a character type field for master forms. If a 
character type field has already been selected, then 
this key can be used to specify character positions in a 
formatted character field. 

Clears all the fields on the record displayed. 


Clears all the fields on the default record used for 
adding records. 


Removes a tab stop specified for the field the cursor is 
over. 


LFI 


I:::: i:::. 1 


DI MENS IONS 


Displays the centimeter defaults for label height and 
width. 


COMPUTr 


cnnr iGui 


mmm 


FIELD SELECTION 


BRCKLIP 

CRERTE FORMS 
LORD 
FI LE.^-80 
REDEFINE 
UNLORD 


COMPUTED FIELD 


DUMP RLL 


Defines a computed field for a report or letter. 


Enables execution of mass storage commands. 


Enters a constant into an expression for a computed 
field. 


Resumes printing of an output format or file record. 


L R B E L S 


CONTINUF 


LETTER 

REPORT 


FI LE./80 
LORD 

RECOVERY 


UNLORD 


CONTROl 


BRERK 


FIELD 




mmm 


renr 


CONFIGURE 


ROD 


U K E R T E F U k M 
REDEFINE 


NEW FIELD 


F ILE./80 


Indicates that a requested disc has been put on-line. 


Designates a break field for printing subtotals. 


Executes the COPY command. 


Displays the number of records currently in a file. 

Displays the number of fields currently on the master 
form. 

Selects a currency type field for the master form. 

Changes the date entered at the beginning of the 
session. 


i 
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Keys 


Screens Provided On 


Functions 


DHTE 


LABEL LAYOUT 
LETTER LAYOUT 
REPORT LAYOUT 


Places a date field on an output format. 


HEW FIELD 


Selects a date type field on a master form. 


FILE./80 


Selects a day-month-year ordering for dates. 


mism 


FILE/8 0 


Selects the slash, period, or hyphen insertion 
character for date fields. 


nrcRrnsr 


REPORT BODY 


Reduces the number of lines printed with each record 
on a report. 


DEFRUl T 


FILE..-80 


Enters data into fields on the form used for adding 
records. 


PRINT SPECIFICRTIONS 


Displays the defaults used for printing output. 


DELETE 


CREATE FORM 
REDEFINE 


FILE 


0 


LABEL LAYOUT 
LETTER LAYOUT 
REPORT LAYOUT 


QUERY 




OPTED 
ORTED 
OR TED 


LABEL 

LETTER 

REPORT 


Deletes a field on the master form. 


Deletes a MSUS from the list of drives on-line. 


Deietes a field on an output format. 


Selects the record displayed for deleting. 


Designates a descending sort field for an output 
format. 


QQimim 


DUMP ALL 

LABELS 

LETTER 


Select whether or not output is displayed on the 
screen as it is produced. 


REPORT 


DUMP ni L 


OUTPUT 


DONE 


CONFIGURE 


CREATE FORM 
REDEFINE 


FI LE..--80 


Prints copies of individual file records along with a 
master form summary. 


Displays the screen 


CONFIGIIR 


was pressed on. 


Requests the file size after selecting fields, text, and 
keys for a master form. 


Displays the 
function keys. 


OLD ETEEBiEINEW Eli E 


special 
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Keys 

Screens Provided On 

Functions 

gjigg 

LFIBEL F’lDFll-'- 
LETTER EOF 

AT 

|■■1AT 

Stores an output format on disc. 


REPORT FOR 

MAT 



QUERY 

Displays the F I L E 8 0 screen. 

giQQ 

LRBELS 
LETTER 
PRINT SPEC 
REPORT 

IFICATIONS 

Edits output formats already stored on disc. 


BACKUP 

DUMP FILL 
FILE..•••80 


Returns the HP-86/87 to calculator mode. 


LABELS 

LETTER 

RECOUERY 

REDEFINE 




REPORT 




L FlB E L L fl V 0 U T Adds a new field to an output format. 
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Keys 

lUgy 


IINTEGF 


LnBfL 


mm 


IlFTTr 


rnn] 


ILO BOUNl 


[gjjjj 


Screens Provided On 

CONFIGURE 


HEN FIELD 


CRERTE FORMS 
REDEFINE 


output T'TF' 


LREiEL FORMRT 
LETTER FORMRT 
REPORT FORMRT 


OUTPUT TYPE 


BRCKUP 


SERRCH 


CONFIGURE 


REPORT TRENDS 


mam 


REPORT TREND:; 


FILE/-80 


massm 


FILE/80 


Functions 


Initializes a disc. Only the volume name and MSUS 
parameters can be used. 

Selects an integer type field for the master form. 


Enables the changing or designating of keys for a 
file. 


Selects a label output format. 


Enables the entering of fields and text for an output 
format. 


Selects a letter output format. 


Begins the retrieving of backup files. 

Displays the low bound entered for a range search. 
Executes the M M o •:> S T U R Fl G E I S command. 


Specifies the printing of an average for the field the 
cursor is over on a report. 

Specifies the printing of minimum and maximum 
values of a field on a report. 

Selects a month-day-year format for displaying dates. 

Selects the slash, period, or hyphen insertion 
character for date fields. 


MOVE 


NRMF 


[JU 


U R L Fl f I" F U F':! ['1 ‘d< 
REDEFINE 


LRBEL LFiVOUT 
LETTER LFlYOUT 
REPORT LRYOUT 


CFHRNGE FIELD 


REDEFINE 


FILE/-80 


CRERTE FORMIC 


Moves a field on the master form. 


Moves a field on an output format. 


Changes the name of a field on the master form. 


Changes the name of a file. 


Enters the MSUS of a drive on-line. 


Adds a field to the master form. 


REDEFINE 


NFW FTI 


JEF 


s 


CHRNGE FIELD 
HEN FIELfj 


Begins creation of a new file. 


Displays the next record satisfying search conditions. 


Specifies a numeric position in a formatted character 
field. 


INUMFRI 
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UPDRTE 


DUMP FILL 

LFlBELS 

LETTER 



CONFIGURE 






C RE FITE FORMS 
REDEFINE 


DUMP FILL 
L.. Fi B E:.\ L S 
LETTER 
REPORT 


CHFINGE FIELD 
COMPUTED FIELD 
FIELD SELECTION 


COMPUTED 




QUER‘ 


PRINT SPEC IF I CRT I Oh 


FILE/80 


L R B E L *6 
LETTER 
REPORT 


CONFIGURE 


CHFINGE FIELD 
NEW FIELD 
PUT FIELD 


SELECT KEYS 


FILE/80 


Accesses a file already stored on disc. 


Displays the updated record with duplicate primary 
keys. 


Enables access of file records and different output 
formats. 


Selects the printing or creating of an output format. 


Enables the perusing or changing of records in a file. 


Packs a disc on-line. 


Specifies subtotals and a new page when breaks 
occur on a report. 


Places a page number field on a report. 


Enters a new password. 


Interrupts the printing of an output format. 


Selects the field the cursor is over from the master 
form. 


Selects one computed field for use In another 
computed field. 


Displays the previous record matching search 
conditions. 


Begins the printing of an output format.lf neccessary, 
sorting is performed first. 


Displays a prompt for changing the printer address. 


Selects whether or not the HP-86/87 sends 
information to a printer for output being produced. 


Purges a file on-line. 


Places a field on a master form or output format. 


Designates a field for the primary key. 


Enables record additions and searches. 


SERRCH 


Enters high and low bounds for a range search. 
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Keys 


Screens Provided On 


IRE DEFINE! 


jRELRTTO 


FILE..-•8 
SERRCH 


0 


msm 


OUTPUT TYPE 
DUMP FILL 


mmm 


L- H B E. l». o 
LETTER 
REF'ORT 


Functions 


Makes changes to a master form. 


Specifies a relation search for information entered in 
afield. 


Specifies a report type output format. 


Resumes the printing of output. 


RfSTDRE 


UPDATE 

REDEFINE 


mam 


COMPUTED 


FIELD 


Cancels any changes to the file record being updated. 

Displays the original entries of a file record with 
duplicate primary keys. 


Removes the last constant, field, or operator from a 
computed field expression. 




QUERY 

PRINT SPEC 
SELECT KEY 


Enters conditions for displaying file records. 


IF I CATIONS 


Enters conditions for accessing records for output. 


Designates a secondary key for a file. 


SET in 


TABS 


Designates a field on the master form as a tab stop. 


COMPUTED FIELD 


SHOW DUP 


UPDATE 


CHANGE FIELD 


Displays a list of expressions for all computed fields. 
Press this key to use results from one computed field in 
another. _ 

Displays a record with an identical primary key. 
Increases the length of a field on the master form. 


£311 


DUMP ALL 
LABELS 

i CTTrD 


Skips over specific records to be printed. 


gjQj 


SPHCE 


LABEL FORMAT 
LETTER FORMAT 
REPORT FORMAT 


CREATE FORMS 
REDEFINE 


DUMP 


ALL 



msm 


LABELS 

LETTER 

REPORT 


REPORT 


FILE/8 


R E P U R T 


0 


TRENDS 


FORMAT 


Designates sort fields for an output format. 


Displays the number of character equivalents 
currently being used by fields on the master form. 

Displays the PRIN T S P E CI FIC A T10N S 
screen. 


Designates the field the cursor is over for subtotals. 


Sets tab stops on the master form. 


Designates totals or statistics for fields on a report. 
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Appendix B 


Sorting 





If you choose a specific order of records for an output format, FILE/80 performs sorting just before the 
actual printing occurs. With large files the efficiency of sorting can depend on the amount of total RAM 
available. When more RAM is available, larger portions of your file can be sorted together. The sorting 
process takes less time and is more efficient with this additional RAM, 


Sorting efficiency is also determined by the number of records in your file and the sort string length. In 
general, the shorter the sort string and the smaller the file, the faster sorting will be. The table in this 
section gives you an idea of how these factors determine the maximum length of the sort string. 

To use the table you must determine the number of file records and the total RAM available on your HP-86 
or HP-87. These quantities are defined as follows: 

• File Records This is the total number of records currently stored in your file. This number is 
displayed on the R D D screen when gjQjyjj is pressed. This quantity is not the file size entered as 
the maximum number of records. It is the total number of actual file records stored in your file that 
can be included in a report, letter, or label output format. 

• Total RAM This is the amount of memory included in the mainframe of your HP-86/87 plus the 
additional bytes of RAM provided by any memory modules. 


If you press on the P P I N f b P E U I F I L‘ H T 1 U N b screen to select certain records for 

output, then a search must be performed to locate these records. This search occurs prior to the sorting of 
your records. The records that are sorted are those selected with the S E fl R C H screen. When searches are 
performed, the sorting of your records can be slower. 


By pressing the I2[2|j special function key on the P R 1 N T b P E U I r I U R T I U H b screen you can 
change the ascending or descending sort fields specified for your output format. This is done by pressing 
gflajon the REPORT FuRMRT, LETTER FORMRT, or LABEL FORMAT screens. It is not 
necessary to press if your output format hasn't already been stored on disc. 

Several maximum sort string lengths are shown in the following table. These lengths are in character 
length equivalents, defined on page 55 and under Terms You Will Encounter (page 7). You can use any 
sort string length up to and including the maximum length indicated in the table on the following page. 
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Sort String Limits 



File Records 

Total RAM 


5,000 

10,000 

40,000 

65,000 

96 

250 

200 

100 

78 

128 

250 

250 

250 

200 

160+ 

250 

250 

250 

250 
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Appendix C 

Default Printer Types 



The printer you are using must be assigned a type number on the D IE F“ ft U L T S screen. The default type is 
L To change this default, you must first display the PFJINT SPEEC I F I ClRT IONS screen. This 
screen is displayed after you enter the name of an output format on-line or after you press on 

the 0 U J P U T screen. Press on the I’"' R I H ! S P b. UI F I C Fl TI U H b screen. The P r" :i. n 1; 0 i“ 

t y P 0 default is always present on the D Ei f“ fi U L T S screen. Settings for the P )“ i n t 0 r t y p 0 are 
listed in the table of Printer Types. 

To insure your printer interprets the information produced by FILE/80 correctly, you must set the printer 
default type to the appropriate setting. To specify the printer type, move the cursor to the number beside 
the P r i n t 0 r t y p 0 item listed on the DEFFiULTS screen, and press |glT|TJM|. You can press 


END LINE] or [ SHIFT] [ END LINE] to move the cursor. Next, enter the printer type indicated below, press 

. It is only necessary to set the printer type once for each output format you 


nCCFPT 


(END LINE) and then 
store on disc. However, this default must be reset if you are using jj 


JMP RLL 



Printer Types 


Model 

Type 

HP 82905A Printer 

1 

HP 82905B Printer 
HP 82906A Printer 
HP 2631B Printer 
HP 2635B Printer 

2 

HP 2631A Printer 
HP 2631G Printer* 
HP 2635A Printer 
HP 2671A Printer 
HP 2671G Printer 
HP 2673 Printer 

3 

HP 2601A Printer 

4 

HP 2602 Printer 

5 



* Compressed mode on the HP 2631G Printer is different than that on other HP printers. The number of characters per line is 122 instead of 
132. Keep this in mind if you are producing reports with over 80 columns on an HP 2631G Printer. 
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Note; Whenever you anticipate producing hard-copy output turn on your printer before loading the 
FILE/80 program and pressing (RUN) . If you turn on the printer while the program is running, your 
files can be damaged. Instructions for using backup files and restoring files are provided in sections 9 
and 10. In some cases, only part of a file can be restored. 
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Appendix D 




Hard Disc Usage 


A hard disc storage device can be used to store the FILE/80, REDEFINE, BACKUP, and RECOVERY 
programs originally stored on the four FILE/80 Program Discs. If you do transfer the files to hard disc, it 
is recommended you keep the original discs for archive purposes. Any of the Winchester Disc Drives 
supported by Series 80 computers can be used. 

Follow these steps to transfer the FILE/80 program and utilities to a hard disc volume: 

a. Select the volume (hard disc) to be used for storage and determine its MSUS. This could be i D ? 2l 2, 
for example. 

Determine the MSUS of the flexible disc drive for inserting the FILE/80 Program Discs in—this 
could be I D700. 

Insert FILE/80 Program Disc #1 into the flexible disc drive selected in b. 

d. Execute the C 0 P"‘ Y command to copy the resident files onto hard disc. For example, if the MSUSs 
are those indicated in a and b, then this command can be used: 

COPY “ I D?00‘‘ TO " I 0722” 

e. Repeat steps c through d for FILE/80 Program Discs #2, #3, and #4. 



Note: Disregard any duplicate file name error messages. 




Execute the U H T command to list all files that have been copied onto the hard disc volume. The 
U H T “ ; D 7 2 2 " command could be used. 


g. Verify that these disc files are present on the hard disc volume: 

CRFORMS F./80mesg FILE./’SGBIH riESS2 REDEFLOW 

QUERY F/80STRRT REPORTHIGH REPORTLON Relowmesg 

Createmesg Startmesg LRBELSHIGH LRBELLON BRCKUP 

Queryrnesg BIH15 LETTERHIGH SORT Backupmesg 

DLIMMY_R00T BIN24 SPECS REDEFINE RECOVERY 

FILE/80 STEVIE RLL_MES Redemesg Recovrnesg 
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A_ 

Accessing files, 59-61 
Accessing output formats, 128 
Accessing records, 59-86 
Deletions, 84-86 
Locating, 68-70 
Procedure, 67 
Search summary, 86-88 
Updating procedure, 80-84 
nCCOUNT field, 15,22, 47, 50,56,67,174 
ACCOUNT field diagram, 47 
fi C C 0 U N T field name, 48,51 
FI C C 0 U N T R E P field, 16,56,132-133,137,146 
Active keys, 13 
f“l D D screen, 62,64-65 
Adding records, 62-67 


Calculating entries, 63 
Clearing fields, 62 
Defaults, 64-65 
Multiple, 64 
Tabs, 65-67 

fl D D R E S S 1 field, 56,136,146,165 
fl D D R E S S 2 field, 56,136,146,165 
Alternate search conditions, 79-80,87 


|?HNY CHI 


Arithmetic hierarchy, 101 
Autodate type field, 40,42 
Comparison of entries, 68 
Making entries, 64 
Averages for reports, 115 


B 


Backup—files, 167,187 
Making, 189 
Using, 190 

BACKUP naming convention, 188 
BACKUP program, 187-188 
BACKUP screen, 183-184,189-190 


BRTC 


_JJ , using, 64 

B 1 a n k 1 i n e s default, 117,119,124 
Boxes, 11 


Break diagram, 110 

BR Efl K F I ELDS screen, 109, 111, 114 
Break sequence, 109 
B reak _ t yp e column. 111 
Break types, 111-112 
Control, 111, 123 
Definition, 110 
Page, 111 

Bytes, conversion, 55 


Calculations, performing, 62 
Adding records, 62-63 
Updating, 81 

CATALOG command, 183,189-190 


Changing discs, 19-20, 59, 91,127,149 
C H A N G E F I E L D screen, 171,174 
Changing fields, 174 

Formatted character, 174 
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Changing file size, 177-180 
During creation, 53-54 
Changing master forms, 167-171 
Backup requirements, 167 
Effects on output formats, 177 
Field length, 174 
Fieldnames, 173 
Fields, adding, 171-172 
Fields, deleting, 173 
Fields, moving, 172 
File name, 169 
File size, 177-179 
Keys, 175-176 
Password, 169 
Primary keys, duplicate, 180 
Text, 171 

Changing media, 59,91,119-120,127,149 
Character equivalents, 35 
Length conversion, 55 
Number on master form, 36,171 
Character field type, 39-40 
Comparison of entries, 68 
Formatted, 46-47 
Making entries, 64 
Character positions, 46-47 
Characters, insertion, 47-48 
Characters, searching for, 73 
C I TV..-*STATE field, 56, 79,136,146,165 
CLASSIFICATION field, 15, 50, 56, 98-100, 
107,110-112,123 
CLIEHT^J?01 file, 188 
C LIE H T 10 1 to C L IE N T 1 0 4 files, 188 
C L IE H T S A to C L IE H T S E files, 187 
CL I ENTS^J? file, 187-188,193 
C L IE H T S 0 to C LIE H T S 9 files, 187 
CLIENTS file, 11 
Label, 165 
Letter, 146-147 
Master form entries, 55-57 
Printing output, 23-27 
Report, 123-124 


Trends for report, 124 
Commands, mass storage, 183-184 
C 0 M P A N Y field, 56,79,136,146 
Comparing field entries, 68 
C i") M f"' U 1 EE D I’"' IE;:! L„ []) screen, 102 
Computed fields, 101 
Deleting, 103 
Evaluating, 101 
Letters, 134 
Reports, 101-103 
Sample problem, 101 
Using other computed fields, 102 
Configuration file, 31-33 
C 0 H F I G U R EE screen, 183 
C 0 H S Li L TIH G R E Q UIR E M E N T S field, 56, 
73 

Control breaks, 109-112,123 
Converting label dimensions, 153 
C 0 F' V command, 184 

File backup, 167,187-188 
Corrupt files, 193 

C R E A T E F 0 R M S screen, 29,36,46,48-49,51-54 
Creating master forms, 29-57 
Deleting fields, 49 
Designating keys, 51-52 
Designing, 29 
Entering file size, 53-54 
Field lengths, 43-44 
Field types, 39-43,46-48 
Fields, 36-37 
File size, entering, 53-54 
Moving fields, 48-49 
Putting fields, 45-46 
Sample, 14 
Selecting keys, 49-51 
Text entries, 49 
Currency sign, 32-33 
Currency type field, 41-42 
Comparison of entries, 68 
Making entries, 64 
Current date, entering, 21,33 
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Cursor, 21 

Movement on master form, 36 

Movement on output formats, 98-100,132,154 

With tabs, 65-66 



D 



Data files, 187 
Date, entering, 21 
Date field, 97,131,155 
Date type fields, 40, 42 
Configuring, 31-32 
Comparison of entries, 68 
Making entries, 64 
Dating labels, 157-158 
Defaults, 26,61 
Changing, 117-118 
Labels, 159-160 
Letters, 141-143 
Reports, 117-119 
Setting for records, 64-65 
D E“ F f\ U L T S screen (for adding records), 65 
D E F H U L T S screen (for printing), 26,105,117, 
138,141,147,158-160 
Defining labels, 151-152 
Defining letters, 128-130 
Defining reports, 92-96 

D f£ L E T E F I El L D screen, 98,104,131,136,164, 
170,173 



DELETE screen, 84-85 
Deleting fields, 104 

Computed on reports, 103 
Labels, 155,164 
Letters, 136 
Master form, 49,173 
Deleting file records, 84-86 
Saving with Jggg ,85 
Demonstration of FILE/80,21-27 
Demonstration disc, 11 
Accessing, 20-21 


Letter, 16,27 
Mailing label, 17, 27 
Printing each record, 14, 27 
Reports, 15,24-27 
Viewing individual records, 22-23 
Designating keys, 51-52 
Designating sort fields, 107 
Labels, 158 
Letters, 138-140 
Reports, 107-108 
Designing reports, 96 
Disabled keys, 13 
Disc files, 187 
Label, 158 
Letter, 140 
Master form, 54,179 
Report, 115 

Discs, changing, 19-20, 24, 91 
D I PLR V I '6 0H/0FF indicator, 121,144, 
162 


Dimensions, 27 
Label, 152-153 
Letter, 127,142 
Report, 96,118 
Disc, hard, 10 


1 D 0 0 MSUS, 20,30,33,59-60 
; D 7 0 1 MSUS, 20,30,33,59-60 
D U M I’"' R L L screen, 27,94,115 

,useof, 94,115-117,119 
Duplicate primary keys, 50 
Adding, 63 
Updating, 84 
With REDEFINE, 180 
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E_ 

Editing field data, 64 
Editing output formats, 116 
Label, 163-164 
Letter, 140 
Report, 122 

Effects of file changes, 177 
Efficiency, 49-50 

Also see R e u s e s c« r 1: e cJ 1 i s t 

Search, 88 
Sort, 108-109 


Field entries, 64 
Comparing, 68 
Field length, 43-44 
Choosing numeric, 44 
Field length table, 44 
Field name, 37 
Field names, 37-38 
Auto headings, 98-99 

F IE L D S E L E C T I 0 N screen, 98-99,101,103, 
131,133,155 
Field types, 39-40 
Autodate, 42 
Character, 40 
Currency, 41-42 
Date, 42-43 
Float, 41 

Formatted character, 46-49 
Integer, 40-41 
Fields, 36-37 
Adding, 171-172 
Changing, 173-175 
Comparison of entries, 68 
Computed on letters, 134 
Computed on reports, 101-103 
Deleting on labels, 164 
Deleting on letters, 136 


Entering, 21 

Data into fields, 64 
Field names, 37-38 
File size, 53 
MSUSs, 33-34 

Output format names, 93,129,151 
Text, 49 

Estimating file size, 53 

Exiting FILE/80,27,54,86,120-121,145,180,190 


Deleting on master form, 49,173 
Deleting on reports, 104 
Editing data, 64 
Moving on labels, 164 
Moving on letters, 135 
Moving on master form, 48-49,172 
Moving on reports, 103 
Number on master form, 36,171 
Putting, 45-46 
Selecting, 98-99 
Sort, 108-109,138-140,158 
Use on reports, 98 
File access, 59-61 
Filename, 31,60 
MSUSs, 33-34,60-61 
Password, 31,60 
File changes, effects of, 177 
File, CLIENTS, 11 
Label, 165 
Letter, 146-147 
Master form, 55-57 
Report, 123-124 
File configuration, 31-33 
FILE/80, 7 

Demonstration disc, 11 
Demonstration, 21-27 



Index 221 


Display, 12-13 

Exiting, 27,54,86,120-121,145,180,190 
Program discs, 11 
FILE/80 Pocket Guide, 7 
F I LE./80 screen, 64,67,81,83,85-86, 92,116, 
128,150-151,168-169,180 
File maintenance, 7 
Additions, 62-63 
Automatic, 7,49-50 
Deletions, 84-86 
Procedure for backup, 188-190 
Updating, 80-83 
File management, 10 
Phases, 7 
File names, 31 
Changing, 35,169 
Entering to access files, 60 
Used for backup, 188 
File naming convention, 188 
^ File records, 29 
Adding, 62-63 
Deleting, 84-86 

Displaying current number, 62 
Locating with searches, 68-80 
Printing, 24,94,119-121 
Sample output, 13-17,56 
Saving with jJJJJiJi] , 85 
File records, updating, 59 

Duplicate primary keys, 81,84 
Editing field entries, 64,80 
Instructions, 80-83 
FILE^Rfile, 188 
FILE.....R01 file, 188 
File recovery, instructions, 193 


File size, 53 
Changing, 177 
File updating 

See File records, updating 
Files, backup 
See Backup files 
Files, disc 
See Disc files 

Files ending _R, 60, 187, 193 

Files ending _ 1, 54, 187 

Files ending _2, 54, 187 

F I R S T N R M E field, 56,149,155-156,165 

First-time usage instructions, 19-20 

Fixed disc 

See Hard disc 
Flexible disc, 10 
Float type field, 39,41 
Comparison of entries, 68 
Making entries, 64 
Footings, 96,104-106 
Form, master 
See Master form 

F o r m s i z e < L i n e s > default, 26,118,124, 
140-142,147 
Formats, 

See Output formats 
Format name, 93, 128-129, 151, 187 
F0RMRT NRME prompt, 25,93-95,129,151,163 
Forms creation, starting, 30-34 
Formats 

See Output formats 
Formatted character fields, 46-47 
Comparison of entries, 68 
Insertion characters, 47-48 



G 


Grand totals, 114 
Fields for, 44 
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H 


Hard-copy output, 13-17, 23, 67 

Hard disc, 10 

Hardware requirements, 19 

Headings, 96,104-106 

I 

He i gh t for labels, 152-153 

Help messages, 12 

H 0 LI R S L 0 G G EE D field, 56,67,74-75,79-80 

Identifier, special function key, 12-13 
Inclusion, search with 

Indicators, 37 

Search, 88 

Sort, 108 

Information window, 12-13 

I N I T I f\ L I Z EE command, 184 

J 

Insertion characters, 47 

Insufficient memory, 20 

Integer type field, 39,40-41 

Comparison of entries, 68 

Making entries, 64 

Invalid format changes, 177 

Justification, 136-138 

Labels, 158 

Letters, 85,133 

Jus 1: :i f y default, 138,142,147,158,160,165 

K 


Key files, 49-50, 187 

Key indicator, 37,51-52,84,180 

Keys, changing, 175-176 

Keys, designating 51-52 

Keys, duplicate primary, 50 

Additions, 63 

Updating, 84 

With REEDEF I NEE, 180 

Keys, primary, 49-50 

Keys, secondary, 51 

L 



Label dimensions, 152-153 
Converting, 153 
Entering, 152 
Metric, 150 

L. i’‘i I:::! t L i.J J. MI:;:. hi I U H S screen, 152-153 
L R B EE L F" 0 R M fi T screen, 153,155,157-159, 
163-164 

Label formats, storing, 158 
I.... H B E” L L fl Y 0 1^1 r screen, 153-158 
LABEL output format, 165 
Printing, 27 
Sample output, 17 


Label, special function key, 12-13 
LFll5IE:L..„.Lme, 187 
L a b e 1 s a c: r o s s default, 160,165 
Labels, 149-151 
Dating, 157 
Defaults, 159-160 
Defining, 150-152 
Dimensions, 150 
Editing, 163-164 
Fields, 155-157,165 
Justified, 158 
Layout, 153-157 
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Order of, 158,165 
Printing, 159,161-163 
Sample mailing, 17 
Selecting records for, 161 
Size, 150 

Sorting, 158 
Storing, 158 
Text, 154-155 

L H13 El L S screen, 27,160-162 
L Fl S T C 0 H T R C T E D field, 42,56,74-75,79-80, 

147.165 

L R S T II 0 DI FIE D 0 N field, 42,56,82 
L R S T I -I R ri E field, 37-40,43,45,50-51,56,116, 

146.165 

L H b T H H M field name, 39-40, 43 
Layout, label, 153-157 
Date fields, 157 
Editing, 163-164 
Fields, deleting, 164 
Fields, moving, 164 
Fields, selecting, 155 
Justified, 158 
Text, entering, 154 
Text, removing, 164 
Layout, letter, 130-138 
Computed fields, 134 
Fields, deleting, 136 
Fields, moving, 135 
Fields, selecting, 133 
Justified, 136-137 
Non-justified, 138 
Text, 132-133 
Layout, report, 97-104 
Fields, deleting, 103-104 
Fields, moving, 103 
Fields, selecting, 98-103 
Specifying the body of, 104-107 


Length, field, 43-44 

Letter dimensions, 127,142 
LETTER output format, 146-147 
Printing, 27 
Sample output, 16 

LETTEF? screen, 27,140-141,143-145 
L El T T E R F 0 R M13 T screen, 129,131,135,138, 
140,147 

Lb I I ElR LFVt’OUT screen, 127-128,130-138 
LETTER^;! file, 187 
Letters, 127-147 

Computed fields, 134 
Defaults, 141-143 
Defining, 128-130 
Deleting fields, 136 
Editing, 140 
Fields, 133 
Layout, 130-138 
Moving fields, 135 
Order of, 138-140,147 
Printing, 140-141,143-145 
Putting fields, 134 
Sample, 16 

Search conditions, 127,141,147 
Selecting fields, 133 
Sorted, 138-139 
Text, 154,164 
L0l3D screen, 183-184,190 
L U R CJ *' B i3 C: K U F-' ’ ‘ command, 189 
L U RIJ “FI L E / 8 0 “ command, 20,30,60,91 
L Li R D “ R E L- U El. R ‘’f’’ “ comm and, 193 
Loading program, 20, 30,59-60 
Locating file records, 21-23, 68 
Deleting, 84-86 
Searches, 68-80 
Updating, 80-83 
QjUse of, 13 
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rin:[LIHG.^Lfile, 187 

Making backup files, 189-190 

Manual, use of, 11-12 

Mass storage commands, 11,169,183-184 

Screens for using, 184 

M R S S S T 0 R R G E. I S command, 20,183-184 
Master forms, 29 

Printing, 27, 94,115-119 

Sample output, 15,56 

Master forms, changing, 167-171 

Backup requirements, 167 

Effects on output formats, 177 

Field length, changing, 174 

Field names, changing, 173 

Fields, adding, 171-172 

Fields, deleting, 173 

Fields, moving, 172 

Filename, 169 

File size, 177-179 

Keys, 175-176 

Password, 169 

Primary keys, duplicate, 180 

Text, 171 

Master form storage limitations, 35-36 

Master form summary, 56 

Features, 94 

Master forms, creating 

See Creating master forms 

HM!aiwr87 

Starting character(s), 78-79 

Maximum number of records, 53 

Changing, 177-179 

Entering, 53-54 ‘ 

M a i in i--i m i-" s i::: o i-" d s p e r p s g e default, 

117,119 

Media, changing, 19-20,91 

MEMO^Tfile, 187 

Memory, insufficient, 20 

Messages, help, 12 

Metric labels, 150 

111 D D L E I N I T I R L field, 56,165 

Minimum/maximum values, 115 ' 

Month day year format, 32 

110 U E FIELD screen, 48,98,103,131,135,164, 

172 

Moving fields, 48,172 

Label, 164 

Letter, 135 

Reports, 103 

Multiple addition of records, 64-65 

Multiple search conditions, 74-75,88 

MSUSs, 20-21 

Entering, 33-34 

Verifying, 60-61 

N 


Names, file 

See File names 

Naming convention, file, 188 

Necessary hardware, 19 

H E N F I E L D screen, 38-40, 43,45,171 
[jQmj, use of, 70 

Notes, 11 

N u m b e r o f c o p i e s default, 118,124,142, 

147,160,165 > 

Number of file records, 36,171 

Numeric positions, 46-47 

0 


Output format files, 187 

Output format type, selecting 

See Selecting output format types 

Output formats, 25,91 
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CLIENTS label, 165 
CLIENTS letter, 146-147 
CLIENTS report, 123-124 
Type, 91,93 

Output formats, storing, 115 
Effects of R E. D E F" IN E, 177 
Labels, 158 
Letters, 140 
Reports, 115 

Output, sample, 13 


Form, 14, 23, 67 
Labels, 17 
Letter, 16 

Master form summary, 56 
Report, 15 

OUTPUT screen, 25, 27,56,92-94,115-117, 
119-121,127-130,141,145,151,159,163 
0IJ T P U T T Y P E screen, 91,93-95,127-129, 
151-152 
Overview, 7 


LSi 


PFiCK command, 184 
Page breaks, 109-112 
Passwords, 31 

Changing, 35,169 
Entering to access files, 60 
PHONE field, 22,56,83 
ggJJUIJIg , use of, 70 
Primary key file, 50, 187 
Primary keys, 49-50 
Duplicate, 50,63,84 
Duplicate with R E D E F I N E, 180 
PR I MHF? Y 1 title, 51 

P R I N ”f S F’’ E C I F I C R T 1 (] H S screen, 25-21, 
86,93-94,115-124,128,140,143,147,151, 
158-165 

P r :i. n t i:H' '::;1 1 i n e s p e r p a g e default, 
105,118,124 

P r i n t e r a d d r e s s default, 26,117-118, 

124.141.147.160.165 

P r i n ter t yp e default, 26,117-118,124,142, 

147.160.165 
Printer usage, 13 

P R IN T IH G I S 0 N/ 0 F F indicator, 121,145, 
163 

Printing labels, 159,161 


Order, 158 
Printing letters, 140 
Interrupting, 144 
Starting, 143 
Printing reports, 115-116 
Pausing, 120 
Procedure, 119-121 

P R 0 F I T n BI L I T Y IN D E N field, 41, 56 
Program discs, FILE/80,11 
Program execution, indication of, 20 
Program loading, 20 

P R 0 J E C T field, 15,23,50, 56,67,81,123 
P R 0 J E C T F R 011 field, 56,76-77 
PROJECT'S file, 187 
PROJECT SUMMARY REPORT, 25 
Breaks on, 110 
Diagram, 113 
Printing, 26-27 
Sample output, 15 
F' U F:.' G El command, 184 
P U T F I E L D screen, 99-101,103,131-132, 
134-135,156,164,174 
Putting fields, 45 


Q U E R Y screen, 12,23-24,59,62,64,67-70,72, 
74-77,80-86 
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Range searches, 75-76, 87 
Record access, 67 
Deleting, 84-86 
Search summary, 86-88 
Searches, 68-70 
Speed of, 88 
Tabs, 65-67 
Updating, 80-83 
Records, adding, 62-63 
Records, locating with searches, 68-70 
Alternate conditions, 79-80 

_2 , use of, 76-77 

I, use of, 73 

_ , use of, 78-79 

Multiple conditions, 74-75 
Range searches, 75-76 
Relation searches, 70-72 
Summary, 86-88 
Tabs, using, 65-67 
Records, maximum number of, 53 
Changing, 117 
Records, order of, 91-92 
Labels, 158, 165 
Letters, 138-139, 147 
Reports, 107-108, 123 
Sorted list, 119, 177 
RECOVERY program, 11,193 
RECOVERY screen, 193 


F?EDEF I HEi screen, 11,167-180 

Relation searches, 70-73,86-87 

Removing text, 49 

Report body, selecting, 104-106 

R E P 0 R T B 0 D Y screen, 96,98,104-106,123 

R E P 0 R T F 0 R M Fi T screen, 95-98,103,107-109, 


112,115-116,122,124 
Report layout, 97-98,104-106 
Computed fields, 100-103 
Deleting fields, 103-104 
Designating body, 106 


Footings, 96,104,118 
Headings, 96,104,118 
Moving fields, 103 
Picking fields, 98-99,102 
Putting fields, 99-100 
Sample diagram, 113 
Text, 104 

R E P 0 R r L FI Y 0 U T‘ screen, 95,97-101,103-105, 
107,123 

REPORT output format, 123-124 
Sample output, 15 
Report records, 104-106 

Information appearing with, 118 
RE PORT file, 187 

REPORT screen, 26-27, 94,115-117,119-122 
Report trends, 112-115 
Averages, 115 
CLIENTS file, 124 
Grand totals, 114 
Minimum/maximum values, 115 
Subtotals, 114 

REPORT TRENDS screen, 112,114 
Reports, 91-124 

CLIENTS file, 123-124 

Column headings, 98-100 

Computed fields, 100-103 

Defaults for, 117-119 

Defining, 91-115,95-96 

Discs to use, 91 

Editing, 116,122 

Fields, adding, 98-100 

Fields, deleting, 103-104 > 

Fields, moving, 103 

Format name, 93 

Layout, see Report layout 

Modifying, 122 

Printing, 115-116,119-121 

Sample, 15 

Selecting heading, 96 



Size footing, 96 
Sorted, 107-108 
Storing on disc, 115 
Subtotals, 112,114 
Text, 104 
Width, 96 

rs 

8 _ 

Sample REPORT diagram, 113 
Sample output, 13 
Form, 14 
Labels, 17 
Letter, 16 

Master form summary, 56 
Report, 15 
Sample screen, 12 
Scrolling, 13 
Letters, 132 
Master forms, 36 
Scrolling horizontally, 13,96 
Search conditions, 70-80 

Accessing records with, 68-70 
Alternate, 79-80 
,76 

IQggg ,79-80 
Labels, 159,161,165 
Letters, 127,141,147 
»' 78-79 

Multiple conditions, 74-75 
gjjjgi, 75-76 
gJJQIIIiQ, 70-72 
Specific character sequences, 73 
Summary, 86-88 
Search efficiency, 88 

S E: Fl R C H screen, 22-23,37,59,67-81,84-88,91, 
147,161 

Search/sort indicators, 37,88 
SEARCH summary table, 88 
Secondary key files, 187 
Secondary keys, 51 
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Requirements, hardware, 19 

Retrieving records, 68-70 

R e u s e s o r X e d 1 i s t default, 109,119, 

123,177 

[ ROLL) , useoL 13 
Q»use of, 13 


S E L E C T K E V S screen, 49,52,169,175-176 
Selecting keys, 49-50 
Primary, 50 
Secondary, 50-51 

Selecting output format types, 94,129,152 
Setting defaults, 64-65 
Setting tabs, 65-66 
b H U W U U M P U T E. E] screen, 102 
Size, file, 53 
Changing, 177 
Sort fields, 108-109 
Labels, 158 
Letters, 138 
Omitting, 138 
Reports, 107-108,112 
Sorted lists, 109,119 
SORT screen, 116,119,141,143,160-161 
S 0 R T E D L R B E L screen, 37,158,161 
S U R I E [J LETTER screen, 37,127,138 
Sorted lists, 109,119 

Effects of file changes, 177 
S U R TED F:1 El P 0 R T screen, 37,107,109,111 
Sorted reports, defining, 107-108 
Special function window, 12-13 
Special function key label, 12-13 
Special function key identifier, 12-13 
Starting forms creation, 30-34 
S t o P b e t ui e e n p a g e s default, 118, 124, 
142, 147 

Storage of file records, 10 
Storing formats, 115 
Labels, 158 
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Letters, 150 
Reports, 115 
Subtotals, 114 

Diagrams, 110,113 


Fields for, 44 
Requirements for, 112 
Summary, S E fi R C H screen, 86-88 


Tabs, setting, 65-67 

CLIENTS file, 124 

w 

Terms, definition of, 7 

Grand totals, 114 

Text, 49,104 

Minimum/maximum values, 115 


Changes on master form, 171 

Subtotals, 114 


Labels, 154,164 

Types, field, 39-40 


Letters, 132-133 

Autodate, 42 


Reports, 104 

Character, 40 


Title/feedback window, 12-13 

Currency, 41-42 


TO field, 56 

Date, 42-43 


T 0 T R L fl M 0 LI T P R S T D Li E field, 56, 

Float, 41 


70-72,101-102,123-124 

Formatted character, 46-47 


Trends, report, 112 

Integer, 40-41 


Averages, 115 

Types, output format, 91, 94 


u 



ynjTITj], use of, 85 

Duplicate keys, 84 


Unformatted character fields 

Editing fields, 80 


See Character fields 

Procedure, 81-83 


UN LOAD screen, 183-184,189 

Use of manual, 11 


U F' D Fl T IE screen, 80-84 

Updating records, 80-83 

V 

Using backup files, 190 


Valid format changes, 117 

Verifying MSUSs, 60-61 


W 



N i d t h (label), 152 

Wild card searches, 73, 76-77 ^ 


Width, report, 96 

Windows, 12-13 

XYZ 



Y T D B LI S I N E S S U 0 L LI M E field, 41-42,56, 

Z I P C 0 D E field, 46,50-51,56, 78-79,139, 


67,75-76,101-102,123-124 

Y T D U U N B U L 1 I N U H 0 U F? S field, 40-41,56, 

146-147,158,165 


123-124 
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HP PERSONAL 
COMPUTER PRODUCT 

License Agreement and 
Limited Warranty 


IMPORTANT: Please carefully read the License 
Agreement below before opening the media envelope. 
The right to use this HP Software Product is sold only 
on the condition that the Customer agrees to the fol¬ 
lowing License. If you do not agree to the terms of the 
License, you may return the unopened package for a 
full refund. HOWEVER, OPENING THE MEDIA EN¬ 
VELOPE INDICATES YOUR ACCEPTANCE OF 
THESE TERMS AND CONDITIONS. 

LICENSE AGREEMENT 

In return for the payment of the one-time fee for this Soft¬ 
ware Product, Customer receives from Hewlett-Packard a li¬ 
cense to use the product subject to the following terms and 
conditions: 

1. The product may be used without time limit on one per¬ 
sonal computer. 

2. A separate license agreement and fee is required for each 
personal computer on which the product is used. 

3. The software product may not be duplicated or copied ex¬ 
cept for archive purposes, program error verification, or to 
replace defective media, and all copies made must bear the 
copyright notices contained in the original. 

4. This license and the software product may be transferred 
to a third party, with prior written consent from HP, pro¬ 
vided the third party agrees to all the terms of this Li¬ 
cense Agreement and Customer does not retain any copies 
of the software product. 

5. Purchase of this license does not transfer any right, title, 
or interest in the software product to Customer except as 
specifically set forth in this License Agreement. Customer 
is on notice that the software product is protected under 
the copyright laws. This software product may have been 
developed by an independent third party software supplier 
named in this package, which holds copyright or other 


proprietary rights to the software product. Customer may 
be held responsible by this supplier for any infringement 
of such rights by Customer: 

6. HP reserves the right to terminate this license upon 
breach. In the event of termination. Customer will either 
return all copies of the product to HP or; with HP’s prior 
consent, provide HP with a certificate of destruction of all 
copies. 

7. In the event Customer modifies the software product or 
includes it in any other software program, upon termina¬ 
tion of this license Customer agrees either to remove the 
software product or any portion thereof from the modified 
program and return it to HP or to provide HP with a cer¬ 
tificate of destruction therefor. 

LIMITED WARRANTY 

Software: Hewlett-Packard warrants for a period of 90 
days from the date of purchase that the software product will 
execute its programming instructions when properly installed 
on the personal computer indicated on this package. HP does 
not warrant that the operation of the software will be un¬ 
interrupted or error free. In the event that this software 
product fails to execute its programming instructions during 
the warranty period. Customer’s remedy shall be to return 
the di8kette(s) or tape cartridge(s) (“media”) to HP for re¬ 
placement. Should HP be unable to replace the media 
within a reasonable amount of time. Customer’s alternate 
remedy shall be a refund of the purchase price upon return of 
the product and all copies. 

Media: HP warrants the media upon which this product 
is recorded to be free from defects in materials and workman¬ 
ship under normal use for a period of 90 days from the date 
of purchase. In the event any media proves to be defective 
during the warranty period. Customer’s remedy shall be to 
return the media to HP for replacement. Should HP be un¬ 
able to replace the media within a reasonable amount of 
time, Customer’s alternate remedy shall be a refund of the 










purchase price upon return of the product and all copies. 

Notice of Warranty Claims: Customer must notify HP in 
writing of any warranty claim not later than thirty (30) days 
after the expiration of the warranty period. 

Limitation of Warranty: HP MAKES NO OTHER EX¬ 
PRESS WARRANTY, WHETHER WRITTEN OR 
ORAL WITH RESPECT TO THIS PRODUCT. ANY 
IMPLIED WARRANTY OF MERCHANTABILITY OR 
FITNESS IS LIMITED TO THE 90-DAY DURATION 
OF THIS WRITTEN WARRANTY. Some states or 
provinces do not allow limitations on how long an im¬ 
plied warranty lasts, so the above limitation or exclu¬ 
sion may not apply to you. 

This warranty gives you specific legal rights, and you 
may also have other rights which vary from state to 
state, or province to province. 


Exclusive Remedies: THE REMEDIES PROVIDED 
ABOVE ARE CUSTOMER’S SOLE AND EXCLUSIVE 
REMEDIES. IN NO EVENT SHALL HP BE LIABLE 
FOR ANY DIRECT, INDIRECT, SPECIAL, INCIDEN¬ 
TAL, OR CONSEQUENTIAL DAMAGES (INCLUD¬ 
ING LOST PROFIT) WHETHER BASED ON WAR¬ 
RANTY, CONTRACT, TORT, OR ANY OTHER 
LEGAL THEORY. Some states or provinces do not al¬ 
low the exclusion or limitation of incidental or con¬ 
sequential damages, so the above limitation or exclu¬ 
sion may not apply to you. 

Warranty Service: Warranty service may be obtained from 
the nearest HP sales office or other location indicated in the 
owner’s manual or service booklet. 

By filling out the attached card, your name will be 
added to HP’s personal computer mailing list so that 
you will be notified of special information, updates 
and product information by mail. Please take a mo¬ 
ment to fill out the card and return it to HP. 


Printed in U.S.A. 


9320-5287 




